














NEW! THE SMITH-CORONA SECRETARIAL BRINGS YOU 
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accelerator 








Test and discover the new lighter touch and livelier action 
that means more typing speed, greater typing ease! 


Enjoy more typing freedom, on the new 
Smith-Corona Secretarial Typewriter! 
New Speed Booster accelerates every 


LOOK AT THESE SECRETARIAL FEATURES! 
Clean, Modern Appearance + Seven Decorator Colors 
stroke. gives you greater lyping ease. Rugged Construction * Exclusive Total Tab Clear Lever 

Smith-Corona’s Accelerator Action Instant-Set Margins + Exclusive Half Space Key 
also brings you a marked improvement egret dinena * , 


in typing quality! Each character prints 


availa abr ind cart ribbon mode 


rria 


the same clear, crisp impression. 


Discover the light, lively touch, the 


{ ree THE NEW 
Crisp, clean write ot Accelerator Action 
on the new Smith-Corona Secretarial. MITH CORONA 
Call your Smith-Corona representative S 


for a demonstration or a ten-day trial SECRETARIAL 


in vour own office today! 

















LOOKS LIKE A TYPEWRITER 
WRITES LIKE PRINTING 


h ] 
Z TYPE FONTS IN USE AT ONE TIME SECONDS TO CHANGE 


A FEWOF THE MANY Your office typist can give you professional-looking 
STYLES AVAILASLE ‘type proofs’ for forms, reports, bulletins, catalogs, 
Script Styles manuals, etc. — for reproduction by any method you 
Bold Face Types "S¢: Vari-Typer — with its great variety of type styles, 
Light Line Types ¢V€M margins, exact spacing — makes it possible for 
Garamond Styles even the simplest of office duplicators to produce 
Matching Italics a fine, professional-looking print-job. Savings are 
Sans Serif Styles | enormous and you will always have a plentiful supply 


Matching Italics —_— of printed material available. 
Fractions % '*A, 

COPPERPLATES 
Monastery Type 


Alexandria Styles 


- 


- 


(Copy by Vari-Typer. Heads by Headliner.) 
VARI-TYPER CORPORATION 


SUBSIDIARY OF ADORESSOGRAPH-MULTIGRAPH CORPORATION 


Bookman Styles 
Matching Italics 
Bodoni Styles 
Matching Italics De) COMPANY 

Matching Bold Me aDDRESS 

Symbols {08 ear RW ip icsicrsunrtansinceicectnsendins 

Condensed Styles 

Mod R MAIL THIS ENTIRE AD TO 

Modern oman 

LARGE TYPES VARI-TYPER CORPORATION Dept. D-82, 


SMALL TYPES 720 FRELINGHUYSEN AVE., NEWARK 12, N.J. 


For Full Information, Fill in Below, and eeee 


S 297 2 828 8 8 82 2 2 @ 
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NOT ONE... 
NOT TWO... 

BUT THREE historic advances 
in the paper industry: new pulps 

that allow for complete diversification in the blending 

* of all fibers from soft and hard woods... new papers with 

increased brightness, greater opacity, improved whiteness ...and new, 

improved packaging designs. This symbolic. ‘“E” identifies 


the superior quality of ATLANTIC and MANIFEsT business papers. 


eXtisisttis Prigars 


PRODUCTS OF EASTERN CORPORATION, BANGOR, MAINE * MANUFACTURERS OF FINE BUSINESS PAPERS AND PUROCELL® PULPS 
MILLS AT BANGOR AND LINCOLN, MAINE + SALES OFFICES: NEW YORK, BOSTON, CHICAGO AND ATLANTA 


For More Information Circle No. 341 
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CLARKSOn 
the FINEST in 


tabulating forms 


To insure efficient, uninterrupted operation 
of modern printers, you can rely on tabula- 
ting forms by Clarkson Press. 


® For easy feeding, exact alignment 
and register 


For exact-sized, non-slipping carbon 
and legible multiple copies 


For durable paper and securely 
fastened from sets 


For every tabulating form need. For fast 
specialized service. 


"Office 





Write for the Name of 
YOUR NEAREST FACTORY REPRESENTATIVE 


Clarkson Press, Inc. @ Buffalo 10, N. Y. 
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Buy them for 


every department ! 


NEW! ... KODAK VERIFAX BANTAM COPIER . . 


Buy ’em by the dozen— put one in every 
department! It’s one of the smartest 
moves a large company can make, now 
that you can get a Kodak Verifax Copier 
for just $99.50—about half the price of 
other low-cost copiers. 

Chink of the convenience—being able 
to get a complete, accurate copy of any 
letter-size item right in your office, in 


less than a minute... being able to have 


EASTMAN KODAK COMPANY, Business Phot 


343 State Street, Rochester 4, N. Y. 


. ONLY $99.50 





5 Verifax copies at a time for 2'4¢ each! 
Think of 
typing alone. 

Mail coupon, or check Yellow Pages 
under “‘photocopying”’ or 


the savings in dictation and 


“duplicating” 
for nearest Verifax Dealer. 


Price 


sted 
and subje 


[erifax 


Copyin 

PYiIng 
DOES MORE...COSTS LESS...MISSES NOTHING 
eeeeeeeee eee MAIL COUPON TODAY ***** 222228 2 eee eee eeeeeseeeeees 





Methods Division a 


Send free folder describing Verifax Bantam Copier. Also names of near-by dealers. 


Name 





Company 
Street 
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State 
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The World's best 
FVotetelelalilal> Maal (otalisl mmo] )h' fm 
Tee ADVANCED MONROE 
President 


Even if you poid hundreds of dollars 

buy an accounting machine more cutoma easier to 
Uperate than the advanced Monroe President. Beside the 
large initial sovings, you also enjoy continuous sovings 
through fast, efficient bookkeeping. And you can switch 
from peyroll to receivables to poyables with a simple 
flick of a knob. The Man from Monroe in your orec 1s an 
accounting methods expert. Seek his advice. Ask him to 
make a free analysis of your present accounting practices 


For big business accounting at a small business price 


Monroe Caiculoting Machine Company, Inc., Orange, New Jersey 
Offices for sales and service throughout the world 


For More Information Circle No. 2 
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Office. PRODUCT INDEX 


This index, prepared for your convenience, lists the products and services adver- 


tised in this issue. Refer to pages listed for information on each. Further details 


can be had by writing manufacturer direct, 


or 


use of reader inquiry card. 


A.l numbers below refer to PAGES. Reader inquiry card numbers are at the 
bottom of individual adveriisements. 


PRODUCT PAGE 


ACCOUNTING MACHINES 
Natioral 
President 


ADHESIVE CHARACTERS 
Brady 


ADDING MACHINES 
Addo-X 
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Electrosumma 
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National 
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Friden 

Marchant 
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your company is judged 
by the office you keep! 
7 ae . 


For More Information Circle No. 247 














Cole’s Modular Steel Desks... 





With good office space at a 


premium, expanding firms are using 


Ss Cole Steel to gain greater per square foot 
' efficiency out of existing quarters. 
, : Cole Modulars are designed with 








interchangeable tops, panels and pedestals 
. ina wide range of sizes and colors 
to meet changing office needs. 
Create a ‘new look” for your office—with Cole. NY-Tile Biel Mel Mi oli-timacl ie] leye) 








@ COLE-STEE L>) Cole Steel Equipment Co., Inc. 415 Madison Ave., New York 17, N.Y.» Canada: 329 Dafferin St., Toronto, Ont, 
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The hours above reflect the standard work week and the pay is the regular straight time 
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The Executive Procedure for 


HARRY LEVINSON, Ph.D., Director, Division of Industrial Mental Health, 


Menninger Foundation, Topeka, Kans. 


OMPLEXITIES of business rela- 
[ tionships’ put the executive con- 
fronted with an emotionally upset col- 
league or difficult 
position. Executives who have experi- 
enced such situations have asked, 
“What can I do? What should I do? To 
whom can I turn for help?” 

An understanding of the nature of 


subordinate in a 


emotional disturbances is an important 
preparation for such emergencies. Emo- 
tional disturbances are the most com- 
mon of illnesses. Everyone frequently 
suffers from them. Just as a cold is a 
mild upper 
order, so a temporary fit of anger or a 


form of respiratory dis- 
feeling of the “blues” is a mild form of 
emotional disorder. 

The effects of even temporary emo- 
tional recognized in such 


“He 


he didn’t know what he was doing,” or 


upsets are 
common phrases as, was so mad 
“He got up on the wrong side of the 
bed.” We may say about something that 
upsets us, “It sick,” 
actually have felt physically sick. Our 


made me and 


emotions affect our judgment, our 


physical health, and the degree of con- 
trol which we can exercise Over our- 
selves. 
Emotional disturbances always in- 
volve impairment of our relationships 
with others. When we are angry or sad, 
we cannot be cordial. If we become 
highly excited, it is difficult for others 


to understand us or to keep pace with 


12 


us. If we develop “nervous headaches” 
or some other physical symptom and 
take to our bed, we are out of touch 
with others for at least a short time. 

The most important instrument 
which anyone has to help a person who 
1 himself 


is emotionally distressed is 


his own personality and the way in 


which he relates himself to the dis- 
turbed person. 

All of us strive to keep our person- 
alities in balance. We speak of being 
“on an even keel” or having “ups and 
downs,” of being “up in the clouds” or 
“down in the dumps.” When we be- 


come temporarily upset emotionally, 
automatic mechanisms try to bring us 


back 


infection is 


into balance. Just as disease or 


quickly reacted to with 
fever, so is anger reacted to with shout- 
ing, striking, making greater efforts at 
self-control, or showing physical symp- 
toms such as hypertension. We return 
to our previous equilibrium once the 
feeling is successfully met 
this 


balancing action when our equilibrium 


Anxiety triggers psychological 


is threatened. If we violate a rule of 


conscience, anxiety motivates us to 


make atonement so that we may once 
again be psychologically comfortable or 
in balance. If we have made certain 
goals and aspirations, such as a success- 


fully 


striving to 


ful business career, we are not 


comfortable unless we are 


achieve these goals. Anxiety, therefore, 
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Handling the Emotionally Upset 


is an important and useful mechanism 
for self-protection, adaptation 
motivation. 


and 


When we are worried or upset, we 
become tense, restless or even tremble 
in agitation. We may perspire freely or 
have little appetite. Perhaps we cannot 
concentrate very well on matters other 
than upsetting us. If 
enough, anxiety can disrupt the ordi- 
nary activities of the personality. We 


those severe 


then speak of an emotional disorder. 

Because anxiety has this disruptive 
potential, the personality cannot toler- 
ate much of it too long. It must have 
ways of coping with anxiety. In the 
process of growing up, all of us have 
learned characteristic ways of coping 
with situations which tend to arouse 
anxiety in us. These ways are predomi- 
nant characteristics of our personalities. 
The shy person is most comfortable 
when away from others; the hail-fellow- 
well-met is most comfortable with 
others. 

There are three major signs of emo- 
tional disturbance when our ordinary 
means of warding off excessive or pro- 
longed anxiety are not adequate. First, 
we may try to use to a greater degree 
the same methods which previously had 
protected us. The shy person may with- 
draw further from people, or the hail- 
fellow-well-met may increase his social 
these increased 


activities. Second, if 


efforts are not adequate, we may see 
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direct signs of anxiety: panic, extreme 
tension and agitation. Third, if we are 
still unable to cope with the anxiety, 
we may break down altogether and not 
be able to exercise adequate control 
over our thoughts, feelings and actions. 
Our thinking may become irrational 
and our emotions inappropriate. The 
tidy person may become slovenly, the 
quiet person noisy. 

The executive usually faces either of 
two situations when he is confronted by 
dis- 


supervisor, 9b- 


an associate who is emotionally 
tressed. He 
serve that a subordinate is showing less 
and less ability to perform his work, 


may, as a 


or that the person is causing increasing 
with that 
with the 


distress, the 


friction others, or there is 


interference job. 
emotional 
may be reluctant to 


some other 
Recognizing 
executive add 
further burdens through criticism or 
evaluation. While it is always painful 
for one to be told his job performance 
is unsatisfactory, and it may be more 
painful when one is already emotionally 
distressed, it is neither helpful nor fair 
to permit the subordinate’s performance 
to depreciate. In fact, it is often quite 
helpful to the troubled person to be 
apprised of the 
affecting his job and of the tolerance 


way his distress 1s 
limits of the organization. It may be 
just this frank discussion which moti- 
vates him to seek professional help. He 
is acutely aware of his distress and may 





The Original MICROPOINT 


It’s no wonder. INK-STIK was made for 


the office. There’s an INK-STIK especially 
for stenographers, secretaries, and 
ea receptionists 


one for accountants and 
auditors ... and another for general 
office work. There’s even an INK-STIK 
for the office boy or mail clerk who 
needs a broad point for marking packages 
and writing shipping instructions 


Joins 


the i e Slim, trim featherweight balance 

5 e Writes 3.1 effortless miles 
Offi ! ae 
ice: ff 


e Instant starting, smooth writing 

e 8 distinctive ink colors . . . blue, red, 
black, green, brown, lavender, 
gold, turquoise. 


FOUR BUILT-FOR-BUSINESS POINT STYLES 


’ - = Utility-Point 39¢ 
supplier or direc ; 


49¢ 
49¢ 
59¢ 


; 7 Steno-Point 
Ziving station Ss name , | . . 
sj Audit-Point 
and address es 


All-Purpose Marker 


[py ICROPOINT, INC. SUNNYVALE, CALIFORNIA 


Creator of Advanced Writing Instr 


uments 
For More Information Circle No. 299 
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feel desperately in need of someone to 
open an avenue of help—a first move 
which he finds impossible to make. The 


executive should state the job situation 


and its consequences, factually and 
clearly. 

In the second situation, the execu- 
tive, as a responsible and respected 


person in the organization, may be 
approached by a person spontaneously 
help. The problem may be 
directly specified, it may be alluded to 
indirectly, or the troubled person may 


be able to talk only of a vague feeling 


seeking 


of distress. 

When the distress has been made the 
concern of the executive, either because 
with work or 
because someone seeks his help, he can 


it interferes someone's 
offer immediate help by being a “friend 
in need.” The troubled person can feel, 
“It’s all right to talk here. He will help 
me.” Mere willingness to act as a friend 
in need quickly leads to three objec- 
tives: (1) the troubled person tends, to 
get some relief from his anxiety by 
having temporarily at his disposal some- 
one else’s resources in. addition to his 
(2) 
within himself 
phere in which he can make decisions 


getting his problem from 


freer 


own: 
creates a atmos- 
or choices about what he must do next: 


(3) the first two objectives lead to a 








greater readiness for seeking whatever 
additional help may be necessary. 

At this point, difficulties arise for the 
person in the helping role. Most fre- 
quently his own anxiety is aroused—the 


the troubled may 


behavior of 


person 
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Royal M°Bee is cutting automation down to size 


THE 





OFFICE 


NEW 


TABULATING 
PUNCH 


Gives you automatic 
punched-card processing 
with one low-cost machine! 


The Keysort Tabulating Punch today cuts automation 
down to size by providing, in Just one compact unit, 
everything required for complete punched-card process- 
ing. With greatest adaptability to a company’s size and 
set-up. And at a rental of less than $100 a month. 


Keysort Tabulating Punch code-punches and tabulates 
quantities and amounts in Keysort cards . . . then reads, 
duplicates and summarizes these figures . . . simultane- 
ously printing them for visual verification. The most 
versatile machine of its kind available. Easy to master, 
easy to use. In almost every area of plant control — job 
costing; labor distribution; inventory; labor, material 
and production control; sales and order analysis. In 
service organizations and hospitals — in every type of 
operation requiring fast, accurate data processing. 


Call your nearby Royal McBee man to arrange a demon- 
stration, or write us for illustrated descriptive folder. 





TV VV 
OUTSTANDING FEATURES * Simple operation from 


10-key keyboard * Punches 2 quantities in one operation 
(dollars-hours, dollars-units etc.) * Simultaneously tabu- 
lates all amounts * Reads sorted cards, automatically 
accumulates and totals punched amounts * Prints all 
figures for immediate verification * Adaptable to any size 
work-load . . . to centralized and decentralized operations. 








MCBEE KEYSORT. 


PUNCHED-CARD CONTROLS FOR ANY BUSINESS 
ROVAL MBER Corp. or ire caer, oes in prinainas 


For More Information Circle No, 217 
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It’s so easy to get 
SUPER CLEAR COPIES 
from your DIRECT PRINT 
COPY MACHINE 


When the master sheet is PATAPAR TRANS- 
LUCENT PARCHMENT, copies come out 
fast and unbelievably clear. The secret is 
Patapar’s quality-controlled texture, smooth 
finish and uniform, correct translucency. 

Patapar masters have a perfect surface 
for printing with regular or opaque inks, for 
typewriting, pen and pencil entries, sketches 
and drawings. 

Furnished in substance 12, 15% and 44 
(rigid card stock) — for Bruning, Ozalid and 
other direct print copying machines. 

Try Patapar masters and see the differ- 
ence. For brochure of testing,rsamples, write 
us on your business letterhead. Name of 
nearest distributor on request. 


r 


TRANSLUCENT 
PARCHMENT 


PATERSON PARCHMENT PAPER COMPANY 
Bristol, Pennsylvania 
Sales Offices: New York, Chicago 
West Coast Plant: Sunnyvale, California 


Headquarters for Vegetable Parchment Since 1885 


For More Information Circle No. 297 
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frighten him; the problem at hand may 


touch on his own inner conflicts; he 
may be asked or required to take some 
which 
unpleasant. 


come 


action may be burdensome or 
Such 


apparent in 


difficulties may _ be- 


implementing two 
basic principles: listening and limiting. 
learn what the 


The executive must 


problem is, and the limits of what he 
can do and what he ought to do in his 
particular business situation. 

Listening. 


talked 


least practiced principle of human rela- 


This is perhaps the most 
about, least understood, and 
tions. It is the key to emergency relief. 
Listening to a person express his feel- 
ings implies a willingness to help. This 
conveys to the troubled person that he 
is respected as a human being. It is 
also recognition of the fact that every 
person /as to feel as he does 

Listening requires that the troubled 
person be permitted to tell his story in 
his own way with only occasional ques- 
tions for clarification. To fail to listen 
is to indicate to the troubled person that 
he turned to the wrong person for help. 
The listening process is disrupted when 
the listener's own anxiety leads him to 
blame, criticize, pity or offer logic as 
a response to feelings. All of us have 
said to another, “You don’t need to feel 
that way.” Yet to tell this to a troubled 
person or to make light of his problem 
indicates that we do not really feel what 
is going on within him 

Most of our behavior is motivated by 
thoughts and feelings which are un- 
conscious. Unconscious feelings are like 
they cannot be seen without 


skills, 


cannot be washed away with water or 


microbes 


special techniques or and they 


sweet words. People cannot readily 
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unwinds easier... 


never telescopes! 


: Dp Cellophane Tape 
does th e JO b better q Quickest, neatest, most economical . . . 


Now at loweat prices in history! 
costs less to use ie 


SCOTCH ¢ lophane Lape 


BRAND 





KS —<N 


INNESOTA INING AND ANUFACTURING COMPANY ¢ 
E> 


- WHERE RESEARCH IS THE KEY TO TOMORROW XS 4 


c 
Sa ae 


For More Information Circle No. 276 


THe Orrict fugzust, 1958 








cut them down with DUPLISNAP. 


A typist, a typewriter, and Dupli- 
snaps give you a complete address- 
ing department—at low cost. 


Duplisnaps are sheets of blank, 
perforated, gummed addressing la- 
bels interleaved with smudge-resist- 
ant carbon in easy-to-use “snap out” 
forms. 


Find out today how Duplisnaps can 
help cut your mailing costs. Sold at 


all leading stationers. 


R) REG. T.M S. & CANADA 








a EUREKA SPECIALTY PRINTING CO. 
° Dept. 21 - Scranton, Pa. 


eYeaty 


For More Information Circle No. 223 


THE Orrict fugust, 1958 





control their feelings. Often, when they 
are anxious, they do not know why they 
feel that way. To “tell” them why they 
feel as they do is of no help. Not only 
does it disrupt the listening process but 
it is dangerous psychologizing because, 
without long formal training, the lis- 
tener cannot possibly know the causes. 
He can only create greater anxiety. 
Clinical experience has_ repeatedly 
demonstrated the futility of “telling” 
people. They can use such knowledge 
only when they discover it for them- 
selves and this usually 
fessional help. 

People do not want to be upset and 


requires pro- 


worried. If they could “snap out of it,” 
they would. When they seek help, they 
expect consideration of their problems, 
not summary dismissal of them. Often 
we unwittingly dismiss people and fail 
to listen. 

Sometimes the problem may seem so 
trivial or so that the 
listener becomes resentful for having 
his time taken up with it: “He thinks 
he has problems!” Such a feeling can 


easy to solve 


be a handicap to listening because it 
conveys to the troubled person that his 
troubles are insignificant. If they are 
important enough to trouble him, they 
are significant as far as he is concerned. 

Another interference with listening is 
impatience. Sometimes it is difficult to 
ascertain the problem. We have diffi- 
culty enough expressing our feelings 
when we are not troubled. That diffi- 
culty is when we are 
experiencing strong emotion, Often the 


compounded 


troubled person may go around in ver- 
bal circles. The listener must be willing 
to tolerate some repetition or vagueness 
until the feelings are expressed. Pe- 
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“THE BOSS SAYS 
TOLEDO PRODUCTS 
HELP. THE OFFICE 
RUN SMOOTHER!” 


Toledo metal furniture ; 
is job-engineered . . . unsurpassed for 
functional utility. It’s good-looking, 
too. And ruggedly built for extra 
years of service. Ask your dealer 
about Toledo’s complete line. 


; 


Fe 


ee 


Mam. 
#8100—Office Table 


—various sizes; For- 
mica or linoleum top. 





#9700—Mobile 
File and Mail Unit 
-—transports big 
loads easily. 


#7800 ond #67) 

—Office Machine 

Stands—Many 

types and sizes. 

Stable, safe. 

a 

#5056—File 
Stools—comfort- 
oble, provide 


easy, quiet mo- 
bility. 


3 
There’s no topping TOLEDO ! 


Tsk O)H DIO 


METAL FURNITURE COMPANY 
1508 South Hastings St. © Toledo 7, Ohio 
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WHEN QUALITY COUNTS 


Mend it, mount it, bind it, attach it quicker 
more efficiently! Use permanent, water- 
proof, transparent UHU in your office. 


Order through your supplier or write to: 
HU Products Corp., 
820 Greenwich St., New York 14, N. Y. 


For More Information Circle No. 393 
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NEW! VU-BOARD® 
BY THE ORIGINATORS OF WALL BOARD CHARTING AND PRODUC-TROL 
Low cost — unlimited Visual Control 


Shows all important data—a fast, accurate, com- 
plete picture 

Easy to set up and operate—wall or desk use 
Boards fit together horizontally or vertically to 
increase item capacity 

Inserts can be shifted without removing from 
boord 

Solves all machine load problems 

Unlimited uses for scheduling, charting, dis- 
patching, etc. — in all phases of business and 
industry 

Light, compact all metal construction—designed 
for a lifetime 


Only $49.5 O complete 


PATENTED 





Phone Westport, Conn. CA 7-4111 or write 


WASSELL ORGANIZATION, INC. 


Westport, Conn. 


Piease send free Booklet on VU-BOARD 


Name 
Company 
Address 
City .. 


riods of silence may make the listener 
impatient. He rushes in with a comment 
to fill the gap But periods of silence 
are important to a troubled person who 
is trying to pull his thoughts together 
under the stress of strong emotion. The 
listener should wait them out. 

Another disruption of the listening 
listener. 
forms. 


is the flight of the 
Escape takes different 
Suddenly there is no longer any time to 


process 
many 
listen, or perhaps some sage wisdom 
urgently needs to be transmitted to the 
troubled person. Advice, prescriptions 
and remedies all have the singular merit 
which do not re- 


of being “solutions” 


quire the presence or participation of 


the listener. 

Finally, listening is defeated by ponti- 
fication. Unless the troubled person is 
must 


too ill to do so, he come to 


his own decisions about his course of 
action. The role of the listener is seldom 


to act for the troubled person or to 
direct his action. Most often it is either 
to serve as a sounding board for the 
expression of feelings, to help clarify 
the problem, or to help bring out possi- 
ble alternative actions. The only excep- 
tion is guided by this rule of thumb: 
the more serious the disturbance and 
the less control the troubled person has 
over himself, the greater control some- 
one else will have to assume. 


Limiting. As important as the action 
which can be taken is the recognition 
which circumscribe 


of those limits 


emotional first aid, some of which are 
especially imperative in a business situa- 
tion. Neither time nor the function of 
an executive permits frequently re- 
peated interviews. A person who cannot 


ft 1 
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ADD-PUNCH® Automatic 

code tape adding-listing machine 
AUTOMATIC INPUT-OUTPUT MACHINE 
JUSTOWRITER® Automatic 

justifying type-composing machine 
SELECTADATA® Automatic 

tape reader-selector-sorter 
COMPUTYPER® Automatic tape 

billing department in one desk 
TELEDATA® Automatic tape transmitter-receive 
FLEXOWRITER® Automatic tape 

writing-accounting machine 
Friden Natural Way Adding Machine 
Friden Mailroom Equipment 
Friden fully automatic Calculator — 
The Thinking Machine of American Business 


[Tide 


Friden Flexowriter 
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YES, unquestionably. No other 
office development in years affects 
so many offices. Everything 

goes on punche d paper tape ! 
When you see a Friden Tape-Talk 
unit in action... you realize the 
unlimited possibilities for appli- 
cations to your office paperwork. 
And you see how Friden 
automatic machines, with their 
new “common language,” can 
work and think together for 
swift production at lower costs. 
Friden Tape-Talk machines can 
automate your office in any 
desired degree...(1) eliminating 
need for manual movements 
and operator decisions...(2) 
increasing work volume output 
without increasing payroll 
costs or overtime...(3) end- 
ing primary and compounded 
errors normally occurring 

in data recopying. 

Call your nearby Friden 

Man or write Friden, Inc., 
San Leandro, California 

.. sales, instruction, service 
throughout U.S. and world. 


ie 
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LOOPHOLES IN THE LABOR LAWS. Na- 
tional Assn. of Manufacturers, 918 16th 
St., N.W., Washington 6, D. C., 20 pp., 
10 cents. 


The booklet deplores the double stand- 
ard in the anti-trust laws which overlooks 
monopolistic practices in labor unions. 


COST CONTROI THROUGH ELEC- 
TRONIC DATA PROCESSING by Phil 
Carroll. Society for Advancement of Man- 
agement, 74 Fifth Ave., New York 11, 32 
pp., $1.50. 

Mr. Carroll's book details the practical 
ground rules of question asking (program- 
ming) and corrective managerial action in 
the use of electronic data processing as a 


cost control instrument. The book covers 


IF YOU USE|) = ~~. 


PRE-ADDRESSED LABELS 
a 3 


-_~. 


h 
YOU'LL SMASH COSTS WITH THIS GST TIME-SAVER 
a e 


/ 


THAT NEVER MISSES Bow ) .» LABELS ALL TYPES AND SIZES 


— 


=r 


CHESHIRE 


Labeling 
Equipment 


Models start at $3000 


uF» 
OF MAIL ACCURATELY, NEATLY, on j SAVE ECONOMICALLY 


sales forecasts, 


control, ex- 


Systems and procedures, 
production scheduling and 
pense budgeting, direct and indirect cost- 
ing, and the development of decision- 
making ability in the managerial staff 


NEW COMPUTERS: A REPORT FROM 
THE MANUFACTURERS. Assn. _ for 
Computing Machinery, 2 East 63rd St., 
New York 21, $2.50. 
Papers presented at the 

symposium in Los Angeles in 

1957, on the NCR 304, Cardatron and 

Datafile of the Datatron, Datamatic 1000, 

Bizmac II, Remington Rand X-308, Philco 

S-2000, Alwac 800, and the IBM 709 and 

Stretch Computers. 


association § 


March, 


GERMAN INDUSTRIAL AND BUSINESS 
DIRECTORIES. Nordeman _ Publishing 
Co., 350 Fifth Ave., New York 1. List 
Free. 

The most complete and up-to-date set of 
German industrial manuals and trade di- 
rectories ever offered in the U. S. has been 
assembled for distribution in this country 
Printed in German, these cover such fields 


MODEL & 


Fully automatic 
label application 
up to 12,000 per hr. 
Post card size 
to 11 x 14%" 


Also 


models for magazines, heavy 


publications, ne 
INVESTIGATE 
I 


NO OBLIGATION! 


wspapers 


rODAY! 


CHESHIRE Inc. 


1644 North Honore Street « Chicago 272, Illinois 


For More Information Circle No. 326 
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FOR BOTH 
MACHINES 





plete a PLASTICO BINDING in minutes! Precision machines 
guarantee professional results. And these easy-fo-operate ma- 
chines cost so little they soon pay for themselves — save you 
money from then on in. A few copies or thousands. . . catalogs, 
brochures, manuals, financial reports, price lists and many other 
items are all easily bound for a long life of handsome service, 
A FEW PROFITABLE TERRITORIES OPEN 
for live-wire distributors: 
Punching and Binding Machine sales create con- 


tinuous repeat-profits on plastic binding elements. 
Write on your business letterhead for full details. 


| SO EASY, SO SMART, SO QUICK! Two simple operations com- 








SE rcluacve 


sll 
esign 
“arth 0 9 P.S. We also manufacture power equipment. 







® PLASTIC BINDING CORPORATION 


: 
dq 














Ly : 
. ee a { Dept. © 732 Shermon St., Chicogo, 5 IilinoR 
. ska 
For More Information Circle No. 241 | Please rush FREE MANUAL giving me full informotion about 
the new PLASTICO Hand-Operated Punching ond Binding 
| Units, 
PLASTIC BINDING CORPORATION | Bis rT 


i a 
| III acecessstnieeninsineiaimamaaaaiaaaae 


City 





732 Sherman St 15 W. 24th St 
Chicago 5, Ill New York 10, N. Y 












as German corporations, large German 
enterprises, stock exchanges, machinery 
manufacturers, breweries, prominent busi 
ness personalities, trade associations, etc 


Can’t Save 's of a Person 
Sir: 

There seems to be a fallacy in the article 
and table on Pages 8 and 9 of your July 


issue. An investment of $2000 to save 48 
minutes a day will actually save nothing 


w 


On Blue Streak® Dispenser Cards 


numbered, 
simple way to do it 
instantly, 


If it's to be 
is the low cost 
and Letters stick 


drawers. Six stock sizes: 4 A 
or 5’ 


cloth. Specials made to order 


WRITE FOR FREE WORKING SAMPLES 


+ BOOOD 


AVeT . v WdGUKEt j vy 
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Mark Everything 
th BIRIAIDIY|ai-purpose 


NUMBERS AND LETTERS 


marked or 
Brady Numbers 
permanently — provide 
quick identification in any combination for areas 
columns, aisles, fire stations, pallets, shelves, bins 
. 14" 
Black legends on yellow super-strength vinyl 
variety 


for the company, as the payroll will re 
the same. We do not reduce a 
from eight hours to hours 
and 12 minutes, because a single machine 
saves 48 minutes a day. the 
payroll by one person, we must save 480 
minutes in an eight-hour day. Accepting 
the table, at the lowest salary bracket, we 
make an investment of $20,000 
10) to save 480 minutes (48 x 
invest $20,000 cash to 
That does not seem like a 
investment 
for a business con- 
cern 

The test to 
ify an investment 
in equipment, in 
my 
compare 
before 
after 
equipment. 
the annual 
saving is 


main 


person 
| 5 


seven 


lo reduce 


must 
($2000 x 
10). So we 
$2000 a year. 


Save 


good 


just- 


opinion, is to 
actual 

with 
buying 
Then 

cash 
divided 
into the cost of the 
machine’ to 
how the in- 
vestment will be 
repaid. After that 
point is reached, 
cash savings will 
add to the bank 
account. It is true 
that we sometimes 
justify a machine 
to take the drudg- 
ery out of an 


cost 


cost 


see 


soon 


op- 
eration, or to 
the work 


sooner 


identified, this get 


done 
because 
timeliness is a fac- 
tor, or to improve 
the 
work. In 


91 21 a 
9 @/4 1 V/Z the quality of 


resulting 
such 
saving is 


of ( olors 
cost 


the 


cases, 
not 
deciding factor. 

S & Len Y, Ae 
sistant Controller, 
Beech-Nut Life 
Savers, Inc., Cana 


joharie, N. Y. 


Oonsi . 
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Colitho Ink Cartridges 
Plus Gun Dispenser 


Faster, cleaner fountain filling! 


Pop a Colitho cartridge into the gun, squeeze the trigger 
and you've got a steady stream of ink right where you 
aimed it .. . that’s how easy and accurate it is to ink 
your offset duplicator with the new Colitho ink cart- 
ridges and gun. Clean and efficient, too: puts an end to 
messy ink knives, surface scum, fountain overflow and 
accompanying grime and taste! 


Here’s what you get for just 
the price of the ink. 


SIX 12 FL. OZ: COLITHO INK CARTRIDGES: 
Your choice of these popular black inks: CO-1, CO-1A, 
CO-2, CO-2A, CO-4A 

HEAVY GAUGE STEEL GUN: Sturdy construction 


nasy to use. Lasts lifetime o » press 
seay 00 ene. Lasts Che Melee of the pre SEE YOUR COLITHO DEALER OR SEND THIS 
COLITHO HAND CLEANER: F very press room should COUPON FOR NAME OF ONE NEAREST YOU 


have this efficient, safe hand cleaner in the easy-to-use 





COLUMBIA RIBBON & CARBON MFG. CO., INC 
868 Herb Hill Reed, Gien Cove, N.Y 


Gentlemen: 
@ Please send name of the Colitho deoler neorest me, 


Everything for your 


squeeze bottle 





Nome. 


a 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, N.Y 
COLUMBIA RIBBON & CARBON PACIFIC, INC, DUARTE, CALIF 
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YES...you can make copies of 
anything on paper—‘ 


f the original is in color 


colored stock—with on NEW 


A. B. DICK 
PHOTOCOPY 
DUPLICATOR 


For complete information about the new 


A.B. Dick photocopy duplicator call your distribu- 
tor of A. B. Dick products. You’ll find him listed 
under Duplicating Machines in the classified 
section of your phone book. Or mail coupon below. 


A:B-DICK 


DUPLICATING PRODUCTS 


A.B. DICK Company Dept. 0-88 

5700 West Touhy Avenue, Chicago 31, Illinois 
Please send full information about the photocopy duplicator 
that makes quick copies of anything on paper. 


| Eee 
POSITION ___ 
COMPANY 


ADDRESS 





CITY ee ee 





For More Information Circle No. 240 


THe Orrick—August, 1958 





ORIGINAL COPIES 


el dict. 7s COPIES 
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IS YOUR MESSAGE 
‘DRESSED’ FOR 





A GOOD PAPER REFLECTS 
THE CHARACTER AND 
STANDING OF A BUSINESS 


How well your message is received is 
strongly influenced by the quality of the 
paper it is written on, Fuzzy type impres- 
sions caused by excess surface lint, 
show-through because of poor opacity, 
and offset due to slow ink absorption 
can destroy the effectiveness of the best 
written copy. 

Triad Mimeo papers* are made espe- 
cially to satisfy the most discriminating 
buyers of paper—and do it economically. 
It has excellent appearance and good 


™~ 
\ 


strength. It is lint free, eliminates 
clogged stencils and fuzzy type impres- 
sions. It is unusually opaque even in the 
lighter weights and takes up ink fast 
enough to avoid offset. It is available in 
a wide range of pleasing colors. 

Next time ask your distributor for 
TRIAD MIMEO. Or, if you like, write us 
for samples. Name the colors and 
weights desired and direct your request 
to Dept. O 


Groveton Papers Co. 


GROVETON, NEW HAMPSHIRE 
Specializing in fine papers for office machines 
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"| tried 
them all... 


the NEW Thomas 


Collator is years ahead!” 


This may sound melodramatic, but girls do get 
carried away over the New Thomas Collator. 
The modern functional design looks well 
anywhere. It’s been designed for the operator 
to handle collating in the fastest and easiest 
way possible. No more mad scrambles and 
hectic last minute deadlines. The Thomas 
Collator turns a time consuming and irritating 
chore into a pleasant and efficient job. 

One more thing, don’t be misled by gadgets 
or trick names; make your own comparison 
and you'll know why more people buy Thomas 
Collators than all other makes combined. 


Thomas Collators Ine. 


Dept. R 50 Church Street, New York, New York 
ewe 


* 
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thanks to XEROGRAPHY... 
50 copies...precisely like the original... 
for every branch office in 7 minutes 


“What we particularly like about xerog- 
raphy is the speed with which we get 
price changes to our branch offices and 
customers,” says a sales manager.” 


“Our 


some 15.000 items we 


650 pages, listing 


carry in stock. We 
send out 30 to 60 new pages eat h week, 


catalog has 


showing price changes. Each new page is 
dated, assuring our customers in advance 
that the price listed in the catalog is the 
pric = they ll be char zed. 

“Thanks to xerography, we can make 
a price change on any item we Carry, 
and in have the 
new listing copied onto an offset paper 


two or three minutes 
master ready for speedy, low-cost dupli- 
cating. 

“Recently, as an example, we got out 
50 « opies each pre isely like the original 


*Name and firm on request. 


for every branch office in only seven 
minutes.’ 


T j 
\ ersatile 


dry, electrostatic 


xerography—the clean, fast, 
copying process 1S be- 
ing used increasingly by business, indus- 
try, and government to speed paperwork 
and save thousands of dollars yearly 
Write for proof-of-performance folders 
saving 


showing how firms of all sizes, are 


time and cutting duplicating costs by 


xerography 


HAL OO XEROX He. 
58-229 Haloid Street, Rochester 3, N. Y. 


Branch offices in principal U. S. and Canadian cities 


HALOID 
XEROX: 
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You can’t beat 














for Value 


Here is truly magnificent styling—functionally sound, 
combining quality, durability and perfection to give 
years of trouble-free service. 


Here is pledged dependability offering the 
highest craftsmanship and construction to 
0 e ormance give you ease of operation. The feather 
touch of its spring loaded keys eliminates 
finger fatigue, and its many plus features 
bring you a new sense of typing perfection, 
smooth operation and utmost satisfaction. 
: > Certainly no one can tell the OLYMPIA 
Of atis action story as convincingly as the typewriter 


itself. 








There is a special kind of satisfaction that 
goes with owning a new OLYMPIA, 


OLYMPIA DIVISION 
INTER- CONTINENTAL TRADING CORPORATION 


90 WEST STREET eo NEW YORK 6, N. Y. 


CALL YOUR AUTHORIZED OLYMPIA DEALER TODAY OR 
WRITE US FOR INFORMATION 


For More Information Circle No. 371 
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Carbon Papers ® Inked Ribbons @ Carbon Paper Ribbons ® Carbon Copy Sets © Spirit 
Carbons © Master Units © Printed Master Sets @ Duplicating Supplies ® Copyholders 


EXPERIENCE refiected in manufacturing CONFIDENCE i, products and service 
perfection as a result of sixty-three years ... produced and distributed by one of the 
of uninterrupted production ... combined few remaining owner-managed corporations 
with the most modern merchandising and in the ribbon and carbon industry. 
packaging methods. 


CURTIS-YOUNG CORPORATION 
110 West 18th Street, New York 11, New York » ORegon 5-3636 
U.S. CARBON & RIBBON MANUFACTURING CO., INC. 


621 Cherry Street, Philodelphio 6, Po. + WaAlnut 2-1416 


DUPLICATING PRODUCTS THAT REFLECT YOUR GOOD JUDGEMENT 
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completely automatic multiplication 
at conventional adding machine cost; 
ask your dealer for full demonstration 
or write: “addo-x inc’ 300 Park Ave, NY 22 


+“RONE®-TRONIC” picture reproduction 

perfect, professional printing quality; 
ask your dealer for full demonstration 
or write: “addo-x inc’ 300 Park Ave, NY 22 


For More Information Circle No. 221 
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HOUNDS 


Chasing the letter, invoice or other paper you want 
is neither efficient nor profitable — and totally un- 
necessary if you file by the ACCO method. Let 
your Stationer brief you on Accobind Folders, 
Accopress Binders and the Acco System for keeping 
papers in order and safe. See him today — and 


stop playing “Hare and Hounds” with your files. 


ee oe 


“ACCO BOUND PAPERS ARE SAFE PAPERS’ 


ACCO PRODUCTS 
Division of NATSER Corporation 
Ogdensburg e New York 


In Canada: Acco Canadian Co., Ltd., Toronto 
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The all-automatic 
really does a job 


If you use or make copies of anything from 
office correspondence to legal documents, 
from photos to blueprints, from memos to 
contracts, you'll be excited, too, when you 
see what the Dri-Stat ‘200’ can do. For 
example: 


e It copies anything written, printed or drawn 
—at pennies per copy. 


The copies are clear, sharp, black and 
white, with no muddy in-betweens—some- 
thing you would expect with any photo- 
copyer, but don’t always find. 


@ Works in normal office light. 


| 


Ask for this informative, un- 
biased fact-folder, ‘Office 
Copy Machines and How to 
Choose the One to Suit Your 
Needs.’ 


Wh 


STAT 


Name 


Company 


PEERLESS 
“=e 


Street 





City 


Dri-Stat ‘200’ 


Copies papers up to 9” wide, in any length. 
Eliminates proofreading. 


Can be used by anyone, with less than 
3 minutes’ instruction. 


e Pays for itself in time saved! 


The proof of the pudding is in the eating. 
We'll stand behind our claims with an actual, 
no-obligation demonstration. Ask to see the 
Dri-Stat ‘200’ before you decide on any 
machine. 


AUTO-FEED, an exclusive, automatic paper 
feed is optional. Dri-Stat ‘200’ with Auto- 
Feed is $245. Also available is the Dri-Stat 
‘400’ which copies materials up to 14” wide. 


DRI-STAT DIVISION 
Peerless Photo Products, Inc 
Shoreham, N. Y 


Please send me your FREE folder, ‘Office O-8 
Copy Machines and How to Choose the 
One to Suit Your Needs 


I'd like to see o FREE Demonstration 
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Wow WHITER and BRICHTER than ever! 


Hamilton Bond prints to perfection on offset du- 
plicating machines. This is because it is a blend of 
the finest pulps, flawlessly produced and with a 
genuine watermark—so that the surface is always 
absolutely smooth and level. And there is never 
any lint or fuzziness. 

Strong and durable, pre-humidified and mois- 
ture-proof wrapped, Hamilton Bond is available 
in a white which is whiter and brighter than ever, 
as well as 11 practical colors. Ask your Hamilton 
merchant or write direct for a free sample package 
—prove to yourself that Hamilton Bond brings 
out the best in your work! 


PAPERS & 


Hamilton Paper Company, Miquon, ra. 
Mills at Miquon, Pa., and Plainwell, Mich. 
Offices in New York, Chicago, Los Angeles 


DISTRIBUTED BY LEADING MERCHANTS IN ALL PRINCIPAL CITIES 


For More Information Circle No. 279 
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The first installat‘on of Burroughs elec- 
tronic bank proof machines at the Na- 


tional Bank of Detroit. L. to r. are Ray 
R. Eppert, president, Burroughs Corp.; 
Henry T. Bodman, president, and Harry 
C. Schaefer and Bruce F. Studebaker, vice 
presidents, of the National Bank of De- 
troit which also uses Burroughs Sensi- 
tronic electronic bank bookkeeping ma- 
chines. 
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This gentleman is doing clerical work in 
French Equatorial Africa. His desk is 
genuine African mahogany but, according 
to the Wood Office Furniture Institute 
which furnished this photo, no one seems 
to know just what he is sitting on. Any- 
way, he has his paperwork under control. 





New seven - story 
office building of 
Allis - Chalmers 
Mfg. Co. is con- 
nected by a third- 
ewoperrer™- floor bridge to the 
Fae eT cnaLmens main office build- 
ab ing in West Allis, 
: Wis. Facade is 
glazed blue brick, 
glass and alumi- 
num striping. 


Lobby of the Allis- 
Chalmers West 
office building 
which has 110,000 
sq. ft. and office 
space for more 
than 800 employ- 
ees. 


T. A. Judge, works 
controller, has a 
typical executive 
office in the new 
building. (See op- 
posite page.) 





Transfer to the 
new building was 
the largest move- 
ment of office 
equipment in Mil- 
waukee’s history. 
It included 525 
desks, 156 tables, 
662 files, 114 cab- 
inets, 49 book- 
cases, 429 office 
machines, 808 
chairs and more 
than 3000 cartons 
of books, manuals, 
etc. 


seeaeeeee 


department. 


Ferrometal Partitions, made 
by Milwaukee Stamping Co., 
are mounted on a floating 
floor to eliminate vibration 
in the tabulating depart- 
ment. 





An electronic com- 
puter produced by 
the Computer Div. 
of Bendix Avia- 
tion Corp. de- 
feated several na- 
tional champions 
at contract bridge. 
Computer played 
its own and the 
dummy hand. 
Shown are Harry 
Feinberg, Mary Jo 
Thieman who fed 
data to computer, 
and Helen Cole— 
all tournament 
bridge players. 
Prof. Robert F. 
Jackson, Univers- 
ity of Delaware, 
chose the bridge 
hand specifically to 
test the machine. 








The Solartron Au- 
matic Keyboard 
Instructor (Saki) 
is one of a line of 
teaching machines 
made by the Sol- 
artron Electronic 
Group Ltd., 
Thames Ditton, 
Surrey, England, 
to train punched 
card operators. It 
keeps pace with 
pupil’s ability and 
notes pupil’s weak 
spots. 
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National Cash 
Register Com- 
pany’s engineer E. 
C. Dobberstein 
makes a final ad- 
justment on a mag- 
netic character im- 
printer prior to its 
shipment for the 
Bank of America’s 
ERMA automation 
system. The ma- 
chine is a_ slave 
unit for use with 
regular NCR proof 
machines. It im- 
prints dollar 
amounts on checks 
and deposits’ in 
magnetic charac- 
ters as a by-prod- 
uct of a bank’s 
proof operations. 


The shipping de- 
partment of W. A. 
Sheaffer Pen Co., 
Fort Madison, 
Iowa, built _ this 
sealing machine 
for a mailing of 
40,000 7” x 10” 
envelopes. It seals 
3200 envelopes an 
hour but only in 
the foregoing cat- 
alog size. 
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Machine Eliminates Tedious Hand Counting 





Until recently, employees in the mer- chine does the formerly tedious job. 
chandise assembly unit of the Baptist Feeding and stacking are automatic. 
Sunday School Board’s operations depart- The machine has a _ resettable counter 
ment in Nashville, Tenn., counted be- which records individual counts, and a 
tween five and six million postal and cumulative counter totaling up to 99,- 
Vacation Bible school cards, certificates, 999,999. Speed range is 500 to 1000 pieces 
and envelopes per year. They counted per minute, based on size and shape of 
them in units of ten, 25 and 50. Now, a material handled. The Tickometer is made 
Tickometer Counting and Imprinting Ma- by Pitney-Bowes, Inc., Stamford, Conn. 
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Dr. John L. Rowe, 
University of 
North Dakota, who 
says typing should 
be taught in grade 
schools, is giving 
an eight - week 
course to third and 
fourth grade pu- 
pils. Dr. Rowe re- 
ceived a research 
grant from Smith- 
Corona, Inc., for 
his project. He be- 
lieves the electric 
portable typewrit- 
ers will aid the 
children’s grasp of 
reading, spelling 
and composition. 





Winners of scholarships from the Office Executives Assn. of New York (front row): 
Anita Varesio, Helen Kefalas, Carol Ann Ennis, Liberata Masi, Virginia Virgilio, 
Antonina Bernardo, Grace Beda, Mary A. Rocha and Phyllis Forgash. At rear: Dr. 
William Jansen, New York City’s superintendent of schools; Alexander S. Massell, 
principal emeritus, Central Commercial High School; Arthur B. Richmond, OEA presi- 
dent; Claire Burgoyne, chairman, advisory business education council; Dr. C. Frederick 
Pertsch, associate superintendent of schools; Mary Sahora, OEA scholarship committee; 
Maurice D. Hopkins, assistant superintendent of schools; LeRoss Parker, OEA vice 
president; Joseph Gruber, director of business education. 
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Mollie Stevens, a Papago Indian, does the 
secretarial work for Fr. Arnold Paroline, 
O.F.M., superintendent of St. John’s In- 
dian Mission and School at the Komatke, 
Ariz., Pima Indian Reservation. 


The newly renovated office of Philadelphia’s Division of Licenses which serves some 
50,000 persons yearly. Six new interviewers’ desks replace a counter at which license 
applicants formerly stood. Cashiers’ windows are at the rear. 
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“your copy 


‘tf, 


»- in just 


4 seconds” | 





The “Thermo-Fax” Copying Machine... 


compare copy methods; you‘il use this one! 


You’ll use it because it’s so simple, quick and clean. 
Only a ‘‘Thermo-Fax’”’ Copying Machine gives you 
modern dry process copying. There are no nega- 
tives to make, no chemicals to pour. You get copies 
in 4 fast seconds made by electricity alone. Copies 
cost as little as 5¢ each. You save both time and 
money. Call your dealer now for your demonstra- 
tion. You’ll see why you’ll use this copy maker. 

Or send coupon below for details and free business 
communications idea book. 


MINNESOTA MINING AND MANUFACTURING COMPANY 
~where RESEARCH is the key to tomorrow 


4 Thermo-Fax 


| Coane 


SY COPYING PRODUCTS 


Minnesota Mining & Manufacturing Co. 
Dept. ES-88, St. Paul 6, Minnesota 

Send full details of the dry process THERMO-FAX 
"Secretary" Copying Machine and my free copy 
of your new book, Better Business Communications. 


Pn 





Nome__ 





Company 
Address 





“Thermo-Fax" and "Secretary" are 
3M Company trademarks 





| RR i 
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SANZ E 


Up to 50% 


i of Production Costs 


on 
Davidson and 
Multilith 
Duplicator Plates 
with 
RAPID 
PRINTERI 





Cut printing production costs to the 
bone by making your own pre-sensi- 
tized plates for Davidson, Multilith 
and other small presses automati- 
cally, and with your present office 
staff! RAPID PRINTER actually pays 
for itself in one year if you make as 
few as six offset plates and duplicat- 
ing masters a week! Plates made 
with RAPID PRINTER give longer 
runs, have clearer dot structure, 
sharper line definition. Completely 
clean and completely trouble-free, 
RAPID PRINTER is the original and 
only completely enclosed carbon arc 
lamp and vacuum printing frame 
combination. 


. Contact dea/ 
company, Inc. or write for bulletin 230B0 


General Office and Factory: 
824 S. Western Ave., Chicago 12, fll. 
EASTERN SALES AND SERVICE: 215 FOURTH AVENUE, NEW YORK, N.Y. 


For More Information Circle No. 235 
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ONE OF THREE WAREHOUSES owned by The 
North Denver Transfer & Storage Co., Inc. 


J. G. MURRAY, Secretary- 
Treasurer of North Denver. 


“Our CWational System 


ALL ACCOUNTING WORK is handled with this one ma- 
chine because of its flexibility and ease of control. 


saves us ‘0,900 a year... 


pays for itself every 12 months. 


“Our new National Bookkeeping System greatly simplifies our 


accounting set-up,’’ writes J. G. Murray, Secretary-Treasurer 
of The North Denver Transfer & Storage Co., Inc. “It has made 
important time- and money-savings for us 

“Our National gives us faster turn-over in accounts receiv- 
able for both freight payment and storage because billing 
reaches our customers more quickly ‘ 
Our National helps increase customer 
good will, too, by making it possible 
to get end-of-month reports out on 
time. Thus, customers are better able 
to handle restocking procedures. 

“Our National System saves us ai 
least $5,900 a year, pays for itself every 
12 months.” 


Secretary-Treasurer of 
The North Denver Transfer 
& Storage Co., Inc. 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES * HELPING BUSINESS SAVE MONEY 


For More Information Circle No. 
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—The North Denver Transfer & 
Storage Co., Inc., Denver 


Your business, too, can benefit from 
the increased efficiency and economy 
made possible by a National System. 
Nationals pay for themselves quickly 
through savings, then continue to re- 
turn a regular yearly profit. National's 
world-wide service organization will 
protect this profit. Ask us about the 
National Maintenance Plan. 


"TRADE MARK REG. U.S. PAT. OFF. 
MNalional 
ACCOENTING MACHINES 


ADDING MACHINES + CASH REGISTERS 
wer parse (No Carson Reavinto) 


272 


51 














ey 


TOTALIA ? 


adding listing machine 





| capacities up to models 


12 listing 13 totaling also 


available 








[LAGOMARSINO | Qe 


\ 





nO ‘el 
s\8} 


NUMERIA 














capacities 


up to 10a112z21 


LAGOMARSINO - FAI - Viale Umbria 36 - Milano (Italy) i 


TOTALIA & NUMERIA: Check Writer Co., 565 Broadway, New York 12, N. Y. e Grobark & Co.. 159 N 
Dearborn St., Chicago I, i. e Wholesale Business Machines, 7525 Beverly Blvd., Los Angeles 36 ‘Calif, « 
Adding Machines Distributing Co., 2223 Caroline St., Houston 2, Texas ¢ Wholesale Office Machines Co., 


2000 North Lamar St., Dallas 2, Texas 
For More Information Circle No. 250 





Today's BIGGEST VALUE 


im stencil duplicators 


Model 74 


“T had no idea. .: that 
the Geha Comet is so 
clean, so easy to oper- 
ate—and the copy is 
beautiful.” 


...at an amazingly LOW PRICE! vality Features: 


Here is a compact, precision-built machine with ~ “a 
so many quality features that it turns out the _—— — 
same crisp, clean copies as the more expensive . 
models. Yet, it’s 30 simple to operate —so clean @ push-button selective 
(because it uses paste inks). line inking 
The Geha will handle all your office forms 
and direct mail from post card size up to full 
legal size (printing area—814. x 13 inches) neat @ fast color change 
and fast for just a fraction of printing costs. e : 
And because of the Geha Comet’s sturdy con- comptete anpy magma 
struction, you'll get years of trouble-free per- 
formance! Fully guaranteed. @ automatic counter 
At your authorized Tempo Geha Dealer, or 
write... 


@ complete copy control 


® centered pressure control 


@ automatic roller release 


MILO HARDING COMPANY 
Established 1904 
Manufacturer of the most complete line of stencil duplicating machines and supplies 
121 Tempo Building, Monterey Park, California 
Los Angeles « San Francisco « Pittsburgh e Washington, D. C. « Mexico, D. F. 
For More Information Circle No. 246 
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EXPANSION PLANNING WITH 
RFI STEEL RECORD FILES... 


A cluttered cardboard storage room such 
as this, is a costly waste of space and 
employee time that you can't afford. 


a 


Nylo Glide record files save 40% or more in 
valuable floor space and the accessibility of 
RFI files saves you valuable employee time. 


Record Files, Inc. i? wel These nylon bearing smooth 
provide file room lay- ~ A ‘ operating files are available ~ 
out and installation, plus —~ in any size. No waste space, 
a record retention schedule, —inside or out. Designed to 
free of charge, with each order. fit the records they hold. 


RFI brings you EXPANSION PLANNING. Each RFI file is a 
single basic unit and may be combined to go as high or as 
wide as you wish. Files can be added as you need them. 


RECORD FILES, INC. 
P. 0. BOX 581 © WOOSTER, OHIO RECORD FILES, INC. 


The great strength 
Please have your nearest representative | P. 0. BOX 581 of Nylo-Glide files 


stop and see us at his convenience. WOOSTER, OHIO - Son ged ~~ 
under a great load 
or pressure. 


Nylon bearings prevent binding, 


cause drawers to work easily 
while under heavy load. 


For More Information Circle No. 245 
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The Master Mind of Cash Control 


“For friendly 
shopping 


Revolutionary new 

streamlined Cash Register, with 
automatic, itemized receipts, numbered ° 
and dated, stamped with the Firm’s name; 
accumulating automatic customer 
counter, as well as built-in 

adding machine. 


In Canada Regna Cash Registers 

of Canada Ltd., 704 Notre Dame St W. 
Montreal, Que., and Business Equipment 
Machines, 489-R King St. W Toronto, Ont 
OUTSIDE CONTINENTAL U.S 

Jorgen S. Lien, Box 507, Bergen, Norway 


COMPLETE 
PROTECTION 
FOR SHOPKEEPER 
AND SHOPPER 


Sensational ! 
Simply Fantastic! 


REGNA 
Cash Master 

“The Dream 
of every 
Retailer” 








REGNA CASH REGISTERS INC., 

175 Fifth Avenue, New York 10, N. Y. 

Gentlemen 

Please rush more information on the new Regna Cash 
Master and outline advantages of becoming a Regna Dealer 


Name. ———— 





Address —_ 


City... 7” State 


For More Information Circle No, 
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from 

any angle 
your 
best buy 


COLE 


eee 


Professional writers like 
Quentin Reynolds and 
Kenneth Banghart choose Cole 
above all other portables, 
because only Cole has all the 
important features they 
demand in a typewriter... 
Mist Green, Desert Sand or 
Cole Gray. Complete with 
matching carrying case... 
only $94.50 plus tax, 








COLE STEEL OFFICE MACHINES, INC. e Affiliate of Cole Steel Equipment Co., Inc. # 415 Madison Avenue e New York 17, N. Y. 
For More Information Circle No. 218 
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pee ee eee | DUPLEX 


ELECTRIC 
CALCULATO 


REGISTER 


UNRIVALED FOR PAYROLL, BILLING, ANALYTICAL AND STATISTICAL WORK 


IPLUSI 


+ RAPID ADDERS 

+ MANUAL CALCULATORS 

-+- SIMPLEX ELECTRIC 
CALCULATORS 

+ DUPLEX ELECTRIC 
CALCULATORS 

+ TAXIMETERS 

+- TICKET MACHINES 
& SYSTEMS 





Saves time, increases production, reduces errors 
—yet costs less to own, less to operate than 
some ordinary single register calculators. 


Extra ‘““Memory”’ register for automatic grand- 
and net-totals. Direct automatic addition fo or 
subtraction from the rear dial. New, simpler, 
electrified subtraction from the front dial. Auto- 
matic rounding off to the full cent. 


Control Systems, Inc. 
PLUS COMPUTING MACHINES DIVISION 
5 Beekman Street, New York 38, N. Y. 
REctor 2-0045 
Representatives in Principal Cities 


For More Information Circle No. 227 
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USE SLIP-ON LABEL HOLDERS 
for neater more attractive indexing 


———— 


Baca i 


3 Standard Sizes 


SO-1 for 1” Ring Books 

SO-1% for 1%” Ring Books 

SO-2 for 2” Ring Books 

You'll enjoy their neat uniform appearance. 


Their durable metal construction will last 
indefinitely. 


Your Choice 


of Kolor-Klip 


Red, blue, green, 
black and ivory 
—fabricated 
from plastic. 


2 Standard 
Sizes 


KK-1 for 1” 
Ring Books 
KK-2 for 2” 
Ring Books 
Built-in storage 
space for label. 
Clips swivel for a 
perfect fit. 


For proper size 
when ordering, 
for ring binders, 
measure diam- 
eter of ring. 


ee 


They're made of 
Vinyl Plastic— 
will not warp or 
curl—will 
fit every type 
of open back 
binder. 


on 


” post—and grip 
firmly 


LOCKING DEVICE 
PECIALLY TREATED 
BOTH SIDES 


They slip into 
position to lock 


3 Standard Sizes 


PBS—'2" x 2%” 
PBM—1" x 22” 
PBL—2” x 22” 


any size 


without 





marking. 


Available from your Office Supply Dealer or for information write to 


Office Products Ine. 2227 "a Mie, 


West Coast Distributor: 


Arch K. Ansty, 171 2nd St., San Franciso 5 


Canadian Distributor: 


The Luckett Loose Leof, Limited, Toronto 14, Ontario 


Territories available for Dealers and Distributors 


For More Information Circle No. 288 
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One-girl gang! 


“Whenever a dealer bulletin came out, three of us used 
to drop what we were doing and spend a full hour 
folding the bulletins for mailing. Now I fold the whole 
run with the FH in less than a half hour...” 


This small Pitney-Bowes FH folds far faster and more 
accurately than anybody can fold by hand, conveniently 
disposes of a tedious, monotonous job that nobody likes. 
It prevents interruptions in office routine, saves time 
and money—and temper! 

With semi-automatic feed, the FH double-folds 
up to 80 letterheads a minute. (With fully 
automatic feed, at slight extra cost, the FH is 
even faster.) Makes eight different folds, 
handles most standard paper weights and finishes 
in sizes as small as 3 by 3, as large as 82 by 14 
inches. It even folds sheets stapled together. 

Can be easily set up and used by anybody, and costs 
less than a standard typewriter! 

Even with only occasional use, the FH is a time and 
work saver in any office. Ask the nearest PB office for a 
demonstration. Or send coupon for free illustrated booklet. en ee oe 
FREE: Handy desk or wall chart of latest Postal Rates, a standard typewriter! 


with parcel post map and zone finder. 


= PITNEY-BOWES Folding 5 


& Inserting Machines "ii: """ i 


Made by the originators of the postage meter... fold up to 19,000 [= | 
sheets an hour —=— 


offices in 107 cities in U.S. and Canada. 


ees Ue Re ee ee 
PITNEY-BoweEs, INC. 


NEW! | 3409 Walnut St., Stamford, Conn. 
PB’'s 3300-FH combined 

folder-inserter folds and l Send free booklet on PB folding and 
stuffs 500 bills, letters, | inserting machines, postal rate chart. 
etc., in envelopes in 

8 minutes! By itself the | 

3300 hooks onto any | 

PB folder or can serve 

as an inserter alone. 


Name 


Address 


+ 
| 
| 
| 
| 
| 

al 
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Contents— Includes 
information on: 
Automatic communications 
New transmission speed 
Tape punching 

Tape reading 
By-product tapes 
Printing on tape 
Printing on forms 

Data processing 

Data transmission 

Data storage 

“Robot brain” 
Reducing ‘‘clerical lag™ 








naTta STORAGE 


— Teletype booklet 


.. details new 28 ASR 


This 16-page booklet describes the new, 100 WPM 
Teletype Model 28 Automatic Send-Receive Set. 
The Model 28 ASR is a “packaged” set—a com- 
pact console with a complete array of facilities—to 
serve as a center for communication, data processing, 
paperwork simplification and automation systems. 
Please write on 
your company 
letterhead. ; 
Address: Tele- 
type Corporation, 
Dept. 30H, 4100 nz An BDABATINA! 
Fullerton Ave., saci ill alin sees Se 
Chicago 39, lll. e ARV Western Electric Company ww 
More Information Circle No. 375 
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How to Improve Your 


External Messenger Service 


IRVING SEIDEN 


Vice President, Mercury Service Systems, Inc., New York 


F I TOLD YOU that you are pay- 
your delivery boys, $82.50 a week 
you might laugh condescendingly and 
say you are paying only $48, on the 
But if you add to that wage 
the cost of fringe benefits and idle time 


average. 


of every company messenger, you will 
arrive at a more realistic cost figure, 
astronomical as it may seem. 

Company delivery departments per- 
form vital and indispensible functions. 
The availability of messengers on the 
premises is a must in some business 
operations. Generally, it is for the un- 
anticipated emergency errand, ‘the per- 
sonal call, and a regular volume of rush 
deliveries, that the house messenger is 
ideally suited. Whatever his import- 
ance in the office, his cost should be 
measured accurately. 

According to a study by the Asso- 
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ciation of Messenger Services of New 
York, the office messenger 
works 37'2 hours per week at an hourly 
rate of $1.28 and a weekly 
$48. To this basic cost, the 


average 


wage of 
following 


The all-important signature provides a 
written record of the receipt of each de- 
livery. Messengers should carry route 
sheets with space for signature and should 
be instructed to ask for signature. 





Messenger services sometimes handle un- 
usual deliveries. Here an employee of 
Northeast Airlines transfers a shipment of 
Florida alligators to the messenger service 
for delivery to an exhibit. 


must be added in computing the ex- 


pense of each office niessenger: 


Social Security (2.25%) $1.08 
State Unemployment Insurance (2.7%) 1.30 
Federal Unemployment Insurance (.3%) 14 
New York State Disability Insurance (.6%) 24 
Compensation Insurance (1.11%) 50 
Life and Hospitalization Insurance (2.06%) 97 
Bonding and Liability Insurance (1%) 48 
(4%) 1.92 
Christmas Bonus—! week's pay (1.93%) 86 
12 Legal and Religious Holidays (4.68%) 2.25 
Election day half-holiday (4 hours) (.02%) 0! 
Sick pay—! day a month (4.68%) 

Hiring and Training Costs (1.7%) 76 
Payroll and Bookkeeping Expenses (.11%) 05 
Supervisory Costs (3.9%) 

Severance or Termination Pay (.02%) 0! 
Coffee Breaks (6.67%) 3.20 
Absence for Personal Reasons (.03%) 01 


Vacation 


Total Fringe Costs 
Weekly Wage 


Total Weekly Costs 
Hours per week: 37!/, 
Average Idle Time: 20% or 7'/; 
Actual Work Hours per Week: 36 
TRUE HOURLY COST $72.20 
TRUE COST FOR 37'/, HOURS OF WORK 


hours 


$82.50 


The hourly rate of $2.20 should be 
kept in mind when gauging the econ- 


omy of office messengers. Compare it 


with the average hourly rate of outside 
which 
the 


messengers 


messenger services 
mately $1.90. 
provided by 
their cost? 

than 20%? 


is approxi- 
Does convenience 
office offset 
Is the idle time no greater 
Certainly the figure given 
in the above list is a conservative one: 


to 40%. Are 


all your messengers paying their way? 


often idle time is 25% 

The answers to the above questions 
usually bring a greater reliance on out- 
For the small 
office, such a decision is dictated by the 
volume of traffic that 
can be maintained by its 


side messenger service. 
small delivery 
constantly 
idle time rises, 


own messengers. As 


messenger costs become prohibitive. 
For the larger office, the solution is 
usually in a delivery department staffed 
for average periods and in messenger 
service for the peak periods. 

These peak periods hold the key to 
the cost contrasts between outside and 
office messengers. A messenger service 
can balance the requirements of any 
business with various time and load re- 
quirements. When one company of one 
industry is busy, another is not. Thus 


messenger service traffic is constant, 


and its cost is low. 

Further economies are provided by 
their 
Their staffs are manned 
by professionals. Their 
know every kind of delivery and the 
exigencies of every kind of company. 


messenger services because of 
specialization. 


business is to 


Special legal requirements, newspaper 
deadlines, laws governing the delivery 
of liquor, serving of summonses, deliv- 
ery of singing messages, valuables—all 
can be handled with equal aplomb by 


these specialists. From the experience 
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of Mercury Service Systems, as the 
largest messenger service in the world, 
certain standard practices have been de- 


veloped to effect speedy and safe deliv- 


eries. These rules apply to the handling 


of outside or inside messengers, or both. 


The ABC’s of Messenger Supervision: 
Address packages and route sheets in 
as much detail as possible. Use floor 
or room numbers and specific names 
instead of titles. 
Bonded messengers 
tionally 


will carry excep- 
deliveries, if you 


from 


valuable 


request them your messenger 
service. 

Cabs should be designated when you 
want them 


do, cheaper means of transportation 


to be used. Unless you 


will naturally be used. 

Deadlines and closing times should be 
brought to the attention of messen- 
gers and messenger services, with in- 
structions for handling if the re- 


cipient has closed his office. 


In New York, 
Mercury and New 
York Airways pro- 
vide speedy deliv- 
ery to and from 
three metropolitan 
airports via trucks 
and helicopters. 
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Emergency, (like “wolf”) should not be 

cried too often. Instead, specify the 
and the 
service will tell you if it can be met. 


delivery time messenger 


Freight addresses should be given in- 


stead of office addresses for larger 
packages. 
Gifts 


should be delivered directly to the 


and other personal packages 
recipient. Embarrassment is avoided 
by asking for his signature only and 
no one else’s. 

Heavy packages (those that exceed 20 
lbs.) should not 


be handled by foot 


messengers. Overloading messengers 
risks injury, morale loss, and raises 
your workmen’s compensation pre- 
miums. Specify “over 20 lbs.” when 
placing your order with the mes- 
senger service. 
Impossible deliveries can sometimes be 
their 
Inquire be- 


made by messenger services; 
facilities are surprising. 
fore dismissing the difficult situation. 
Joint deliveries (two errands combined 


Mercury . 
Messenger Service 


LExiwGton 2-6000 


RUSH TRUCKING 
ACS UNE TORY 





in One trip) should be arranged when- 
ever possible because of the econ- 
omies effected. 

Keep in touch with your messengers. 
A messenger in the far part of town 
can make a pick-up on his return 
trip if he calls in before he starts 
back. 

Letters and envelopes of all sizes should 
be sealed carefully. Papers of un- 
even sizes in a single package should 
be clipped or stapled together so that 
they are not lost or overlooked. 

Make instructions _ perfectly 
clear with a verbal explanation in ad- 
dition to the written order. If a re- 
turn message is given verbally, be 
sure to question the messenger im- 
mediately upon his return before he 


special 


becomes involved in the next errand. 

Notice, given in advance, on deliveries 
to be made later in the day or the 
following day will guarantee their 
prompt delivery at the time 
specified. 

Orders for pick-ups to be brought to 
you should include the name of the 
person in your office for whom it is 
intended, in addition to the name of 
your company. Pick-ups are often 
marked for one or the other, not 
both. 

Packages should be wrapped with care 
and, in inclement weather, protected 
from the elements. 

Quick dispatching of a messenger pre- 
vents the accumulation of idle time. 
Prepare the next errand before he 
returns, not afterwards. 

Route messengers according to a plan, 
not haphazardly. Don’t send the 
same messenger to two widely sepa- 


exact 


rated addresses in one trip if you 


can avoid it. 
Subways and elevated trains are faster 
than buses or street cars on longer 
city trips, and they are less subject 
to traffic delays. For 18 


or street 


blocks or 
buses 


less, 
practical. 
Time requirements should be specified 


Cars are more 


with something more detailed than 
“Rush.” given more 
than one errand should be told which 


takes precedence. 


A messenger 


Using old envelopes may be economi- 
cal, but the messenger may be jus- 
tifiably confused if the previous de- 
livery addresses are not removed or 
completely crossed out. 

Verbal instructions can be torgotten or 
jumbled. Written 
much safer. 


instructions are 


Walking and riding requirements must 
be fair. In good weather a messenger 
should be allowed to any 
tance above six long blocks (cross- 
town streets), eight short blocks (ave- 
nues), or a combination of 14 blocks; 


ride dis- 


in bad weather, even less. 

X marks the spot for the all-important 
signature of receipt. Be sure the mes- 
senger has a route slip that can be 
signed, that he asks for a signature 
(not initials), and that the signature 
is legible. 

Yield outgoing pick-ups to authorized 
messengers 
services provide their employees with 


only; most messenger 
means of identification. 

Zones are practical means for econ- 
omizing on a large volume of deliv- 
eries. By breaking your city up into 
delivery sections, each messenger can 
cover one area on each trip instead 
of just one errand. 
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11 People and Data Machines 
Process 500 Invoices a Day 


ROBERT BIBBY 


Office Manager, Greenfield Tap & Die Corp., Greenfield, Mass. 


_ SEND OUT 10,000 invoices a 
month (that’s 500 a day, a com- 
pany must use fast, modern and efficient 
billing methods or be swamped in the 
details of typing, calculating, checking 
errors and trying to keep on a regular 
schedule. Punched card equipment and 
high speed data processing enables the 
whole job to be done by just 11 em- 
ployees who get the invoices or orders 
that the 


out on the same day orders 


come in. 
The Greenfield Tap & Die Corp., or- 
ganized from predecessor companies in 


1912, is the world’s leading maker of 


threading tools. In today’s modern 


metalworking industry, these taps and 


The author exam- 
ining a deck of 
punched cards 
about to be run 
through the tabu- 
lator which writes 
invoices the same 
day that orders are 
received. 
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dies are important to production as part 
of the basic tools that produce our high 
We 
large plants in Greenfield, manufactur- 
16,000 
including gages as well as taps, dies, 


drills, 


standard of living. maintain two 


ing more than separate items 


reamers, end-mills and = screw 
plates. In addition, we have large ware- 
houses in Detroit, New York, Chicago 
and Los Angeles, close to the nation’s 
industrial centers. We 


large employ 


some 1400 men and women in Green- 
field alone. 

We 
punched card equipment in 
material 


Rand 


1937 for 


installed Remington 


cost ‘calculations, and inven- 


tory accounting, and sales analyses. Our 


eo 


| 
- 
ow 





equipment includes a 
60 Punched Card Electronic Computer 


now Univac 
and Card-o-Matic Punches, which have 
enabled us to simplify and speed all 
these jobs, and to add the important 
task of billing. 
Formerly when an 
each invoice was worked up manually. 


order came in, 
The prices were computed on desk cal- 
culators. The was sent to the 
materials control department to deter- 
mine whether it could be filled, then the 
shipment was made and the invoice put 
into the mails. 

Being in the highly competitive cut- 


order 


ting tool business, we were not satisfied 
with this 
want their orders quickly, so that there 
will be no delay 
In March, 1955, a committee was set 
up to determine if faster methods could 
be devised. In addition to the author, 
Louis W. 


condition. Industrial users 


in their production. 
sales 


it consisted of Edes, 


service manager; Robert E. Lovett, as- 


sistant treasurer in charge of tabulating: 


R. Stephen O'Hara, assistant to the vice 
president in charge of sales, and E. A. 
No- 
the commit- 
tee was given permission to expand the 


Enderle, production manager. In 


vember of the same year 


punched card program to include bill- 
ing and order procedures 


Under the new system, orders are 


received, edited and passed to the op- 
erators of the automatic card punches. 
These machines reduce manual punch- 
ing tO a minimum by reproducing fixed 
data such as names, prices and descrip- 


tion from pre-punched master cards. 


Only variable data such as dates, order 
numbers and quantities have to be en- 


tered manually. This insures accuracy 


and greatly reduces punching time as 


all coding, punching and verification of 


the fixed data is eliminated after it is 


A. F. Martin, tab- 
ulating supervisor, 
changing program 
panels on the Uni- 
vac 60. R. E. Lov- 
ett (at left), Green- 
field Tap & Die’s 
assistant treasurer, 
is in charge of 
tabulating. 
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SORRY MESS—that’s what offices 
are in today, for three reasons, 


and I don’t believe anything can be 
done about it. However, I’m going: to 
take you into my confidence, and if you 
come up with an idea possibly you can 
change my mind. 

Just this, ac- 
cording to the experts. An office is the 


First, what’s the mess? 


most inefficient, poorly managed, most 
costly segment of the business circle. 
It’s 25 behind the 
applying most management methods: 
10% 


jobs; 20% 


years factory in 
of the work is wasted on needless 
of effort expended is dis- 
sipated; the other 70°, at best, is 60 


to 70% efficient. When 376 firms were 


surveyed, only 27 could give estimates 
of their office costs, and about half of 
these were guesses. 

Aren't you ashamed of how ineffi- 
cient and costly you and all your fellow 
office workers are, and of the load the 
rest of business is carrying on account 
of you? I’m ashamed of myself. Why, 
when I look back over my 35 years or 
so in offices, and realize how inefficient 
and behind the times I am, I’m amazed 
I still have a job. Knowing the truth, 
I wouldn't hire myself today. I'd hire 
a factory worker instead. But let us get 
on to those three reasons for this mess. 

|. Offices Are Staffed With People. 
How on earth you ever hired the people 
They 
didn’t know anything about the busi- 


working with you is beyond me. 


least 


They 


ness. It cost your company at 
$150 to hire and train each one. 
had no ambition to make money, other- 
wise they'd have gone to work in the 
What's 


brought along habits de- 


factory, or for someone else. 


worse, they 


veloped from the day they were born 
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Why Can’t We 
Do Away With 
Offices ? 


W. D. GRIFFITH 
Assistant Treasurer, 


Lilly Varnish Co., Indianapolis 


Each one represents a whole flock of 
added expenses: social security, unem- 
group 
And the time they waste 
could break you. Du Pont, for example, 


ployment taxes, insurance, to 


name a few. 


discovered that just five minutes a day 
wasted in idle talk costs the plant $100,- 
OOO a You can figure what it 
costs you for each employee to waste 
five minutes a day if you'll multiply 
your payroll by .01047. Boy, what you 
had all that wasted 


year. 


could do if you 
money! 

I'll bet the only reason you ever put 
on a new employee was because you 
realized you were becoming less eifi- 
cient and didn’t want it to show. You 
saw your work piling up, and were 
getting tired of doing so much yourself, 
so you talked the boss into letting you 
put on another helper. You thought that 
by building up the number of employees 
under you, you would look more im- 
portant and, as our philosopher, John 





Dewey, once said, “The deepest urge in 
human nature is to be important.” 
Just think of the situation you and 
your urge have helped create. In round 
numbers, 8 million men and women 
are now doing clerical work, an increase 
of 64% 1940. Over 6.1 
women now do clerical workK—3'% mil- 
lion more than in 1940. Maybe that’s 
why they say one of the things worry- 


over million 


ing sO many business men is the number 
of unemployed on the payroll. 


2. People Don’t Understand Pevple. 
Now that’s really the dilly. We 
understand they say, but 


may 
what our 
greatest puzzle is figuring out in ad- 
vance what people will do, or won't do. 
Women are said to have a passion for 
mathematics. I’ve read somewhere they 
their 
price of their dresses; treble their hus- 


divide ages by two; double the 
bands’ salaries; and add five years to the 
Still we trust 


them to run our bookkeeping machines, 


ages of their best friends. 


compile reports, and expect them to 
come up with the right answers. 


I suppose we do it because, as Corliss 
Archer once said, “Every man needs a 
woman to take care of him so she can 
make him strong enough for her to lean 
on.” Anyway, in the office we let them 
take care of the work, even though we 
don’t understand them. 

You really are up against it when you 
habits 
Take Bill for 
He’s copying figures into a 
report and most of his work is of this 


character. 


try to change peoples’ habits 
formed over the years. 
example. 


You get tired of his steady, 
methodical procedure and believe you 
can get him to speed it up, so you talk 
to him. 

He explains that five digits are all 
his eyes can focus on at a time, and he 
has found that the best way is to com- 
bine them in groups of two and three 
digits each. So you point out that he 


could turn out 40% more if he would 
combine them in groups of three and 
four, so his eyes would focus on seven 
instead of five digits at a time. Will he 
do it? Of course not. He’s been a five 
digit focuser too long 

Take Dotty, the gum chewer. You 
don't particularly 
gum, but 
that it 
always move from left to right, never 


from right to left. So you talk to her. 


mind her chewing 


you've suddenly discovered 


annoys you because her jaws 


Please, won't she put some variety into 
it, just for your sake, and chew from 
right to left half the time. Sure, she'll 
try, just for you. But does she change? 
Of course 


not. Her jaws have moved 


from left to right since she chewed her 
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first chew, and the habit will 


change. 


never 


So don’t be surprised at the resistance 


you meet as you try to change methods 
with the idea of improving output. 
When you work with people who have 
developed habits from the day they 
were born, you'll find they want to keep 
those habits and it'll take a better man 
to change them. Some say it’s easier 
to change the personnel. 
3: People Depend on 
Equipment and Records. 
real 


Mechanical 
[his is the 
reason our offices are in such a 
mess. Office machines are behind the 
eight ball from the word go. They can’t 
think, you can’t train them, and they 
are at the mercy of personnel we've 
already learned is 30% to 40% in- 
efficient. 

And are machines expensive? Take 
for example a bookkeeping machine for 
which you pay let’s say $4500. It costs 
you $500 a year depreciation plus the 
costs of a servicing contract. And when 
does it gum up your routine by break- 
ing down? About 10 a.m. so the oper- 
ator will lose most of the day, instead 
of in the afternoon close to quitting time. 
The bookkeeping machines, typewriters 
and other costly equipment don’t save 
money. They help develop expensive 
records, and here are the facts: 

a. For each $1 spent on forms, $20 
is spent creating, processing and main 


taining them. 


Pure Orrici fugust, 1958 


b. The average cost of maintaining 
1 cu. ft. of records is about $7.50 a 
year, plus personnel. 

c. It costs $1.50 to produce the av 
erage letter (what the average letter is 
I don’t know). 

d. It costs $196 a year to maintain 
a four-drawer file. 

e. It costs $61.23 every time some- 
thing is misfiled (and some expert fig- 
ured that right down to the penny). 

From all this it’s very apparent that 
the fewer machines and records 
have, the more you are going to save. 

Knowing the reasons for our plight 
isn’t enough. As the backwoods farmer 


you 


once said, “We've got to take the bull 
by the tail and look the situation in the 
face.” 

I suggest a thorough survey (regard- 
less of cost) of every expense, such as 
the Lloyds Bank in London made on 


paper clips. Out of 100,000 clips they 














found only 20,000 were used to clip 
papers together. Of the other 80,000, 
14,163 were twisted or broken during 
phone calls, 19,143 were used as chips 
17,200 as make- 
shift bra and suspender hooks. 


for card games, and 

This appalling disclosure should set 
you off immediately on surveys of your 
own, never before undertaken by any- 
one in your company. What happens to 
How many phone 
calls should be stopped before they get 
How 


card games are there going on? 


your paper clips? 
to the clip twisting stage? many 
How 
their 
penders and rely solely on belts? 


many girls should 


many men should discard SuS- 
How 
no, maybe you bet- 
ter figure out some other kind of a sur- 
vey for them. 


The whole situation has me confused 























and I don’t have the answer. I Know 
we're inefficient, but we're supplying 
with facts faster 
We don't 
understand people, but we all seem to 


Equip- 


management better 


than we did ten years ago 
get along pretty well together. 
ment and records are too expensive, but 
they spell out the story we humans de- 
velop from day to day. 

I guess I'll just go along like I have 
these many years, and try to do a job. 
When I find I need more help, I’m not 
clerk. 
I'm going to do like that other fellow 


going to ask for just another 
did and advertise for a girl who must 
look like a think like a man, 
act like a lady, and work like a dog. 
think 


enough of that kind wouldn't be the 


woman, 


Come to about it, I wonder if 


answer. 


f 


= 


IN 


Tl 
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How the Supervisor Can 
Instill Good Working Habits 


M. V. TERRACINO, Supervisory Management Analysis Officer, 
Management Planning Div., U.S. Naval Supply Depot, Bayonne, N. J. 


GOOD WORKING HABIT 


be described as one which achieves 


can 


A 


its Objective with a minimum expendi- 


ture of time and money, results in a 


quality product, and satisfies labor, 
management and the customer. A large 
order, but definitely a prerequisite to 
establishing and maintaining a “going 
concern.” 

work- 
ing habits should be established in all 


The 


management at all 


A program for instilling good 


organizations. cycle starts with 


levels. Part of an 
executive's job, no matter how great or 
small his responsibility, is to create and 
He must 
obtain and promote the voluntary co- 


develop good working habits. 


operation of his people. 


No matter how powerful a combi- 


nation of money, machines and ma- 


terial an organization may have, it is 
a dead and sterile thing without a team 
of willing, thinking and articulate peo- 
ple. During the past few decades, ex- 


ecutives have been paying more and 


more attention to understanding the 
influence of human relations on the effi- 
ciency and well-being of organizations. 
Rule of thumb methods of dealing with 
people have been subjected to critical 
thinking. In recent years, increasing at- 


tention has been given to research and 
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reflections on the motivations, feelings, 


sentiments and satisfaction of people 


as they affect, and are affected by, such 
factors as formal and informal organi- 
zation, policies and procedures, union 
relations, incentive 


methods, 


management SYS- 


tems, work and supervisory 
attitudes and methods. 

This approach seeks to understand 
why people in organized work groups 
act the way they do under stated condi- 
and to use this 


tions, understanding 


to secure a_ better 


tion. It 


working organiza- 
attempts to 
work 


satisfaction 


promote high 


standards of product and cus- 


tomer through cultivation 
of proper work attitude. 


been 


This concept 


has with us for years, but not 
enough attention and emphasis has been 
given it. 


Henry L. Gantt, a close associate of 


Workers will imitate a supervisor's good, 
or bad, work habits. 





A neat appearance encourages neat work. 


Frederick W. father of 
scientific management, placed empha- 


Taylor, the 


sis upon the need and ability of man- 
that 


affects 


agement to create conditions had 


favorable psychological upon 


workers. In a period when drive meth- 


ods were the rule, this approach to 


greater productivity was neither readily 
Gantt 
considered three things essential in his 


accepted nor widely employed. 


idea of task setting: scientific investiga- 
tion to point the way to improvement 
in method, careful instruction of work- 
ers in how to use the method, and an 
inducement for workers to do as they 
were taught. 

The ability and willingness to do the 
job were considered as important as 
knowing how to do it. Ability and will- 
ingness were developed not only through 
bonus payments but through the de- 
velopment of work habits by a carefully 
devised management plan, and the es- 
tablishment of the workers’ faith in 
management by a management philos- 
ophy expressed in deeds. If the worker 
is to be taught and trained how to do 


tundamental that he learn 
habit.” It 


painstaking effort of management to re- 


a job, it is 


to obey orders “as a is this 
move difficulties and provide ways and 
means to help the worker accomplish 
the task that 


the management group, without which 


develops confidence in 


no system can be successful. 

We must agree with Gantt’s conclu- 
sion that proper “habits of work” lead 
to greater productivity and quality, as 
[he em- 


work at 


well as quantity, of output. 


ployer gets more and better 


less unit cost. The workers acquire 


higher wages, increased skill and more 
The 


customer is happy with a quality prod- 


pleasure and pride in their work. 


uct at a low price. 
Management must use its power to 
help workers carry out the policies of 


the organization in the most effective 


manner. To cultivate good attitude 


must start with the executive 


throughout 


then, we 


and supervisory, echelons 


the organization. They should not be 


out to “show who’s boss” or to win 


every argument with subordinates ot 


associates. In communicating company 
goals, policies and needs, they are out 
to help others release their creative po- 
tential. If optimum performance is the 
goal, each member of the group has a 
contribution to make. Supervision’s 
role is to encourage a give-and-take at- 
titude at all levels 

How well do supervisors live up to 
this role? Not too well, I'm afraid. 
Why is it 


handling things, are inept at handling 


that so many, skilled at 


people? Why do they tend to dominate 


their employees instead of helping 


them? 
Perhaps it is that supervisors, by and 
Tut 
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Cluttered desks like 
this can coat 30 minutes a day 


See! It’s designed to keep top clear and drawers organized 


Why they bought 300 clutter-proof desks 


This ingenious Organized Desk cures bad 
working habits and saves time 


A well-known Louisville, Ky. manufacturer* went 
along thinking that cluttered desks were—well, 
just the accepted thing. That is until they bought 
300 Shaw-Walker ‘‘Clutter-Proof’’ Desks 

“The improvement in efficiency was amazing,” 
was their frank comment. “‘At some work stations 
it meant as much as 30 minutes saved each day.” 

How can a desk save so much time—time that 
can go into productive work? With these new desks, 


time-wasting top clutter and 
drawer hodgepodge are eliminated 

Fully 75% of things that clutter 
tops and drawers of other desks 
have a specific place inside this 
desk. There are off-the-desk trays 
for incoming, outgoing and pending letters, off-the- 
desk space for work organizers, work separators 
deferred projects, binders, books, pads, forms, card 
lists. There’s even an in-drawer wastebasket and 
provision for in-drawer phone! 

See these ‘‘Clutter-Proof”’ desks in 58 color com- 
binations at our branch or dealer or write Shaw- 
Walker, Muskegon, Michigan, for new 252-page 
Office Guide 


*Name on request 


= Largest Exclusive Makers of Office Equipment 
Muskegon1!4 , Mich. Representatives Everywhere 
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large, are unaware of certain underlying 


processes which affect their personal re- 
lationships with people. They become 
so self-centered and so involved in their 
own personal ends that they ignore the 
needs of their employees. A supervisor 
is much more likely to win the respect 
of an employee if he shows him that 
The skilled 
supervisor does not argue about feelings 
—he argu- 
ments, he offers help to define the prob- 


he understands his feelings. 


accepts them. Instead of 
lems, limits or responsibilities of the job 
so that the employee himself may come 
to feel differently 


The 


, and react differently. 
supervisor's responsibility is to 
help the employee help himself. How 


can he perform this function most 


effectively? Here are certain proposi- 
tions which may serve as a guide. 

1. Recognize each employee as an 
individual having separate and distinct 
characteristics, personality and needs. 
Individual differences should be kept in 
mind and used to mutual advantage 
with 


2. Create proper 


Build 


relationship 


the individual. this relationship 


Be enthusiastic! 


by creating an atmosphere of mutual 


confidence by giving recognition and 
individuals for 


Allow 
mistake 


credit to accomplish- 


ments. individuals to make an 


occasional without unreason- 


able criticism 
imitators. As 


imitate 


3. People are born 


children, we try to our par- 


ents, teachers and almost everyone we 
admire. This trait continues through- 
out life. To be imitated is probably 
that 


A supervisor is in an en- 


the greatest compliment anyone 


can receive. 


viable position. He has great influence 


over his employees’ actions. He ts their 


leader and, as such, he is admired or 


despised. If he ts to help establish good 


working habits in his workers, he must 


possess them himself. His good ex- 


ample can prove more effective than 


his words. To go more realistically 


into this matter of setting a good ex- 


ample, consider the following applica- 


tions 


Enthusiasm is contagious, but so ts 


indifference! The supervisor should be 


enthusiastic about all his work. He is 


responsible for the overall operation 


His manner, when making work assign- 


ments, greatly affects the attitude of 


his people. If he is eager and shows 


interest in the work, chances are the 


employees will do the same If he is 


disinterested, they can hardly be ex- 


pected to be interested. He must sell 
his workers on the merits of a job as 
a salesman must sell a customer on the 
merits of a product. 

Work must be organized if it is to 
The su- 


be efficiently accomplished. 


pervisor is often more aware of pri- 


orities and deadlines. If an employee 


; assigned too many priorities, he will 
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carbon paper 


Wie <Os bd 


THE carbon for any typewriter, 
and nearly every copy job! 


Flexibility and then some, that’s NU-KOTE, the first plastic-base typewriter 
carbon. Just one grade and finish for any typewriter and practically any copy job 
imaginable. NU-KOTE outlasts ordinary carbons 3 to 1. And NU-KOTE makes the 
cleanest copies, keeps hands clean, too. You get clear, sharp copies, first to last—as 
your free trial will prove! Available only through your local dealer. 


FREE 
SAMPLE! 


OR 

4 ‘me’ 2 
° ¢ 
wit Khe 


Buy where you see this sign 


Fora free sample of NU-KOTE, just mail this coupon attached 
to your company letterhead. 

Dealer Sales Dept 

Burroughs Corporation, Detroit 32, Michigan 


Name 

Firm 
Address 
SS —_—— 








ere Ns / ‘\y Whether your 

, TAX 4° “@ photocopying 
Cs requirements are. . . 
LOCAL or NATIONAL 

your nearest 


\ PHOTOSTAT CORPORATION 
bh. os , NS Sales-Service Office 
Meet yf s., can serve you! 


Photostat Corporation with 

Offices located throughout 

ALL USE the United States and 
Canada offers “package” 

Cl==> service in Verifax supplies 
MATERIALS for any of the four available 
copiers illustrated. Their 

trained personnel offer com- 

plete instruction and service 

for most efficient operation 


\ 


PHOTOSTAT Instant Copier ... Wherever you need them, 
8%" x 14” at home office or branches. 

225.00 
F.O.B. Rochester, N. Y. 


Each model will make up to 
5 completely dry copies in 
one minute. Copies can be 
on white paper, card stock 
or office forms. You can 
make translucent “masters” 
for white print machines... 
even make an offset master 
in One minute, using low cost 
adapter. 
See these practical Verifax 
Signet Copiers at any Sales-Service 
BY2" x 14” Office today or write direct 
148.00 Del. to us for the address nearest 
Viscount you. 
10” x 16” 


425.00 —or0stt PHOTOSTAT 
he | 
CORPORATION 


P. O. Box 1970-D 
VERIFAX IS 
A TRADEMARK Rochester 3, New York 
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probably disregard them all. He will 
be confused and his work will show it. 
[he supervisor must assign work so 
that individual 


employee capabilities 


are recognized. A task should be given 


to the one best capable of handling it. 


Assignments should be made so as to 
allow enough time for their accomplish- 
ment. 
certainly be organized in his work. If 


fo do this, a supervisor must 


he is organized and plans his assign- 
ments, his employees will be organized 
and they will plan their work. If he 
is disorganized, his employees will be 
disorganized. 

“A place for everything and every- 
thing in its right place,” is a familiar 
quote. The mere thought of not know- 
ing where something is, is a frustrating 
one. How when 
Think of 
the wasted action, effort and time that 


can be eliminated by 


much more so it is 


something cannot be found. 


knowing where 
things are. At Bayonne, we were the 
first Navy supply activity to establish an 
engineered time standards program 
which provides production rates for all 
We set 


materials 


processes. standards on 


work, 


paper- 
public 
The tech- 
niques we use are quite precise: stop 


handling and 


works maintenance functions. 
watch, methods-time-measurement and 
work sampling. 

On paperwork, for example, an 
analysis may indicate that an incoming 
basket requires an 18” reach to pick out 
papers. 
the time required to perform this reach. 


The standard is established on 


If the basket stays in place, the stand- 
ard should be easily attained. If, how- 
ever, the basket is moved further away 
from the clerk, then the reach would 
be longer and require more time. The 
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Explain your employees’ relationship 
the organization. 


same applies to other work. Our stand- 
that a 
putty knife is to be in the painter's back 


ards for painters established 
pocket. If he has it there, he will meet 
the standard. If he misplaces this tool 
and needs to search for it each time 
he uses it, he will operate at poor effi- 
ciency. 

These examples may appear over- 
simplified but nevertheless they are true. 
The boys and girls who are wise, usually 
improving their work 


The 


cut corners by 
place layout to beat the standard. 
supervisor must set an example in neat- 
ness and availability of work tools. If 
his own desk or work station looks as 
though a cyclone hit it, he can’t expect 
much more from his employees. 

A supervisor expects his employees 
careful work. He 
pecially careful in assigning the work 


to do must be es- 
so that the employee is fully aware of 
what he is expected to do and how he 
is expected to do it. If an employee un- 
he is doing a certain 


derstands why 


thing, he will naturally regard its im- 





portance and be particular about it. 


Merely throwing a batch of new work 
to an 


employee with instructions to 


“Do this” 


tainly is not conducive to good working 


and no other guidance cer- 


conditions. Give the guy the same break 
you would like to have when you get 
your assignments. 

Promptness is valuable. Everyone 
should be ready to begin work at the 
time designated and the supervisor is 
no exception. Why should an employee 
think promptness is necessary if his 
supervisor does not indicate that it is? 
Time time, all the 
time. If you call a meeting, if you're 


is valuable. Be on 


expected at the boss’s office, if you're 
to see a subordinate—don’t keep them 
waiting. Be there on time! 

Also important are the personal fac- 
tors, especially neatness in appearance. 
There is no better letter of recommen- 
dation than a neat personal appearance. 
I don’t think this point needs further 
comment, but we cannot overemphasize 
that if 
ployees to be neat, he should be neat 
himself. 


a supervisor expects his em- 


From the foregoing, we denote that 
a supervisor cannot expect more from 
his people than he, himself, is willing 


Give credit where it is due. 


Be prompt, to show the value of time. 


to give. He must earn their respect 


through acts and deeds, and set an 


example instead of demanding it by 
virtue of his 
Of all the 


ing a company's standing in the com- 


position 


forces at work establish- 


munity, the most potent may well be 
about it on the 
talk the 
or talk it down? For some reason, many 


talk- 


ing it down! Can employees be stimu- 


what employees say 


outside. Do they business up, 


workers get into the bad habit of 
lated to talk favorably about the organ- 
ization to their families, friends, neigh- 
bors and acquaintances? 

Employee attitudes are the under- 
pinning of public relations efforts in the 


The 


jobs 


community way employees feel 


about their and about the com- 
pany affects not only what they do and 
say in public, but how they receive and 
appraise information from the company. 
Attitude is the key 


ployee tries to do a job in the 


to whether an em- 
com- 
pany's behalf. 


The 


ploy ee attitudes are 


em- 
Job 


wages, 


ostensible causes of poor 


innumerable. 


tensions: dissatisfaction with 


hours, status; faulty procedures and 


policies and a host of other influences 

are causes of unfavorable attitudes. 
How often are faulty communications 
Tui 
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IN RECORD AREAS, SYSTEM-PLANNED AND EQUIPPED 


BY GF... FACT FINDING » fale 


Super-Filer, with its exclusive swing front, not only speeds fact finding and filing, 
but also creates substantial savings in floor space by handling 189% more 
payload per drawer than rigid front files 

GF offers—in one comprehensive package —everything needed to make offices 
more efficient, more pleasant...complete space and work-flow planning...a complete 
line of job-selected business furniture...complete design and decorator services 
To learn all about GF furniture and services, call your local GF branch office 


or dealer. The General Fireproofing Company, Dept. L-16, Youngstown 1, Ohio 


GENERAL FIREPROOFING 


MAKER, GENERA 


M CHAI 





LVIN e PAI 
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es : Sold ‘and serviced in more than 100 countri 
international Export then: Atvidabergs, Stockholm, & Original-Odhner, Gothenburg, Swed 








forever 2s a long, long time... 


We are not suggesting that Swedish-made Facit and Odhner Business 
Machines will last forever—but— Here's what our dealers are saying: 


Take Milwaukee, for ex- 
ample. Mr. W. J. Crowley 
of Crowley, Inc., writes, 
“No Facit or Odhner ma- 
chine has ever been turned 
in anywhere in this terri- 
tory.”” As far as we know 
this is true of all other 
territories too. 


Denver, too. Mr. Louis 
Santangelo, J. S. Stahl Co., 
Denver, olorado, reports, 
“Facit and Odhner ma- 
chines are tooled and pro- 
duced with such precision, 
it is not surprising they last 
and Jast and last.”’ 


Why not find out for yourself the many, 


many reasons why a Facit Calculator or 


an Odhner adding machine is exactly 


the machine you need—for every 


detail on our quality line, write: 


FACIT, INC., 404 FOURTH AVE., NEW YORK 16, N.Y. 


235 MONTGOMERY STREET, SAN FRANCISCO, CALIF. 


Pioneering in Calculators since 1884, Manual and Electric. 
§ 


See your Classified Phone Book or write above address. 
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And Reno. Mr. Norman 
Harper, Associated Busi- 
ness Machines, Reno, Ne- 
vada, states, ‘“‘As far as we 
are concerned, the Facitand 
Odhner we ve 
placed throughout our ter- 
ritory will still be operating 
when the next century rolls 
around.”’ 


machines 





SAVE 


HUNDREDS OF DOLLARS 


Use 
FLETCHER MANIFOLD 


to reduce cost of 
paper and postage 


FLETCHER MANIFOLD is a light- 
weight sheet made to save 
hundreds of dollars in paper and 
postage in quantity mailings. 
FLETCHER MANIFOLD is a 
watermarked paper, titanium filled 
for brightness and opacity. Tub 
sizing gives it a smooth surface 
for better printing, offset or letter- 
press. Recommended for letter- 
heads, records, snapout and fan- 
fold forms, statistical and financial 
reports, office and factory detail 
paper items. 





OLD ee ek MANI- FLETCHER MANIFOLD is accurately cut at the 
on your equip- 


ment. A packet of Test mill and packaged in standard sizes. Available in 
Sheets will be sent FREE Substance 9, in white and six bright colors, through 


when requested on a busi- 


ness letterhead. authorized FLETCHER PAPER distributors. 


Other FLETCHER PAPERS 


ALPENOPAKE FLETCHER paper company 


ALPENA MANIFOLD 

FLECOPAKE ’ ame 

ALPENA MIMEO —— oe — — aid 
ALPENA DUPLICATOR 20 NORTH WACKER ¢« CHICAGO 6, ILLINOIS 
ALPENA BOND 

ALPENA REGISTER BOND Mills at ALPENA, MICHIGAN 
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involved? An employee cannot be ex- 


pected to be favorably disposed towards 
something he does not understand. Good 


communications under- 


contribute to 
standing and improved attitudes. 
Faulty lack 


seems to be re- 


communication or 
communication often 
flected in complaints on specific issues 
that apparently have little to do with 
communications. If break- 


between su- 


there is a 
down in communications 
pervisor and employees, the employees 
“Communications in 


broken 


rarely say, our 
Instead, 


may complain about the ventila- 


group have down.” 
they 
tion, the food in the cafeteria or 


thing else that 


any- 
them at the 
moment. Keeping employees informed 


irritates 


improves attitudes, but the critical fac- 


tor is the way in which communica- 
tion is carried out. 
One 


lively 


way to do this is to stimulate 


discussions and a two-way ex- 
change of information. Employees ac- 
quire a strong belief in the company’s 
position and a much better understand- 
ing of the facts. In meetings where 
there is little discussion, employees are 
bored or resentful. Their belief in the 
company’s position is weak and they 
retain little information 
Communication must travel upward 
as well as downward. It cannot be 
one-way. It is the supervisor’s respon- 
sibility to create an atmosphere in which 
the employee will feel free to come to 
him with ideas. He must be approach- 
able. If he were to build a wall about 


himself, good communications could 
never exist. 

Management also plays an important 
part in the public relations program. 


How do you form your opinion of the 
f{ugust, 1958 
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Be ready to help out your employees. 


local department store, the power com- 
pany or the telephone company? From 
their advertising, perhaps? From. their 
annual reports? Their open house? Or 


is your opinion of a company based 


primarily on the contacts you have had 
with people who work there? 

In your everyday contacts with the 
general public, you represent the com- 
pany. In the eyes of those people, you 
are the company. How you treat them 


will reflect in their evaluation of your 


organization. 
may consider all 


After all, 


contest. 


Some supervisors 
they 
Why 
give so much? It is so much easier to 


What's 


popular supervisor? 


these elements lightly 


are not in a popularity 


wrong with 
Where 


there iS 


demand! being a 
there is a 
high 


popular supervisor, 


morale. Where there is high morale, 
the supervisor has the voluntary cooper- 
ation of his people. Their interest and 


efforts are united. They work together 


as a team in the achievement of their 
objective. 

To summarize then: a good working 
habit is one which will achieve its goal 
with a minimum expenditure of time 
and money. It is the supervisor's respon 
sibility to create and develop good work 


ing habits. The attitude of his employees 





towards him must, therefore, be favor- 
able. If a supervisor is to help his em- 
ployees help themselves: 

1. He must recognize each one.as an 
individual and use to mutual advantage 
the individual differences that exist. 

2. He must create an atmosphere of 
mutual confidence, giving credit where 
due and recognize the right of the in- 
dividual to make an occasional mistake 


Swifty, 


NEW YORK 


thrifty 
numbering -=."« 
machine 


Handles most every of- 
fice numbering job 
quickly, 
Automatic — consecu- 
tive, duplicate, repeat; d. 
6-wheel 
Sturdy frame, easy ac- 
tion, smooth operation. 
Prefixed letter wheel 
when desired without 
\. extra cost. 


Nine stock com- 
binations, all at 
one low price! 


’ .\ 
56 ) 
ORCE & CO., Incorporated 


e CHICAGO e SAN FRANCISCO e MONTREAL 


216 Nichols Ave 
Brooklyn 8, N.Y 


without receiving unreasonable criti- 
cism. 

3. He must, himself, possess good 
working habits before he can expect 
his employees to develop them. 


a. He must be enthusiastic about his 


work if he expects enthusiasm from his 


employees. 

b. He must 
that his assignments recognize individual 
and 


organize his work so 
capabilities 
allow enough 
time for accom- 
plishment. 

He must or- 
own 
work area and 
tools to eliminate 
waste of time and 
that 


his employees can 


motion, so 


follow his exam- 


ple. 


inexpensively. 


He must not 
make his 
employ ees 
they are 
and 


capacity. only 
aware 
of what 
to do how 
they are to do it, 
but of why they 
are to do it, if he 
them to 


be concerned with 


expects 


and 
their 


the quantity 
quality of 
work. 

e. He must in- 
dicate, by being 
prompt himself, 
the value of time. 

f. He must be 
neat in his per- 
sonal appearance. 


For More Information Circle No. 269 


THE OFrict fugust, 1958 





litho dollar \E 


...SO buy the best 
.-- 3M Photo Offset Plates! 


Variables in coating, processing, 
makeready and press work can cut deeply into 
profits. How deeply is evident from these figures: 
time costs already average 65% of the average litho job. 
Material costs are fixed at 34° while plate costs are only 1%. 
That’s why the 100°;-consistent 3M Plate—which eliminates 
so many costly, time-wasting variables—is the plate bought 

by 8 out of 10 users of presensitized plates. 

Tighten up your production budget... step up productive 
press time with these perfectly-smooth reliable plates. And, get 
the finest quality lithography obtainable as well... 

specify 3M Brand Photo Offset Plates! 


3M Photo Offset Plates 


"3M" is o registered trademark of Minnesota Mining and Manufac- E> 
“ay ye 





turing Co., St. Paul 6, Minnesota. General Export: 99 Park Avenve, Mianesora Mime ano Mssvracronine ee 
New York 16, N.Y. In Canada: P.O, Box 757, London, Ontario. ee Sees ee a ee ee 
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Don’t do it the hard way 
- do it the PRONTO way! 


LOCATE YOUR RECORDS EASILY—No more fussing 
and fuming. With Pront 
as active as your regular files 
BEAUTIFUL APPEARANCE —Finish 
Olive green to match your regular 
STURDY CONSTRUCTION—Built of 2 
corrugated fibre board... reinforced 
on the shell and the fc 
as well 


0 files your records are 


ur Corners of 


interlock into solid units and stack as high as 
the ceiling 


PRONTO 


STORAGE FILES 


Legal Size $4.55 


Prices slightly higher 
in Texas, Colorado 
West of the Rockies and 
butside the USA 


PRONTO FILE CORPORATION 
415 MADISON AVENUE, NEW YORK 17, N.Y. 
For More Information Circle No. 300 


500 Invoices a Day 


the master cards. 


recorded in 
Most of 
ceived from a group of 1100 distribu- 


once 


Greenfield’s orders are re- 
tors, or dealers, located throughout the 


Kard-Veyer files 


located alongside the punches contain 


country. Mechanized 


pre-punched master cards for each dis- 


tributor. An operator merely pulls the 


correct master card, and inserts it in 


the punch. The customer's order num- 


ber and our order number are entered 


manually; the name, address and all 


descriptive codes are reproduced auto- 


matically in a name and address card 


for the individual order, and the mas- 


ter card is returned to the card file 

The 
punched master cards for each of the 
16,000 


card files also contain pre- 


items we manufacture. These 
cards are punched with the identifica- 
tion code, description, price and stand- 
ard cost of the item. An operator se- 
lects the item master card, inserts it in 
the punch and enters the quantity or- 
Ihe punch reproduces the code, 
the 


This 


dered 


description, price and cost from 


master card, which is then refiled. 


process 1s repeated for all items until 


the order is complete and is further 


speeded by the card files which deliver 


trays containing desired cards at the 


touch of a button. 


There is therefore, a minimum of 


punching involved in the preparation 


of our billing cards. These are then 


run through the computer which makes 
the price and cost extensions at high 


speed, and with assured accuracy. 


Finally the cards containing the exten- 


sions are run through the tabulator 
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A. C. GILBERT, 
The A. C. Gilber 
New Haven, ¢ 


Makers of Ere 
an Flyer Train 


A. C. Gilbert Co. has used Traveletter for over 40 years 


“Both our Sales and our Accounting Di- 
visions have been very pleased with Trav- 
eletters. The Sales Division likes them 
because they provide ready cash at all 
times for the men on the road without 
the risks of carrying large amounts of 
cash. It saves time and money through 
avoiding costly emergencies that might 
require wiring money. Our Accounting 
Department likes them because they mini- 
mize the amount of cash advances required 
for a salesman, eliminate the risk of loss 
or theft and give very good control over 
salesmen’s expenses. The proof that we 
like them is that we have used Traveletter 
for over 40 years.” 

The Traveletter System reduces cash ad 


Traveletter vances, saves accounting time and _ lost 


orders, builds morale of salesmen. 


the better system for 
handling travel expenses ... 
since 1894 


Descriptive Brochure on Request 


TRAVELETTZR CORPORATION GREENWICH 3, CONNECTICUT 
For More Information Circle No. 226 
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which prepares the invoice and order 
forms. 

For shipments from warehouses, a 
seven-part invoice set is used. One part 
goes to the salesman, three copies to 
the purchaser, one to the bookkeeping 
department, one is used to compute 
sales taxes and one is for general files. 
On shipments from Greenfield, about 
75% of the orders are pre-billed at the 
same time that shipping papers are pre- 
pared. This set parts 
(seven are the same as used for ware- 
house shipments) with the addition of 
a label, shipping copy and packing list. 
The made 
on a four-part form and are postbilled. 

We now bypass our materials control 


contains ten 


balance of the orders are 


department since shipping copies go di- 
rectly to shipping. If the order can be 
filled, the shipping department fills it 
and sends the copy back with the items 
checked off. If the 


order cannot be 


Card-O-Matic punch operator at Greenfield Tap & Die Corp. selecting a prepunched 


filled, a notation is made against the 
unfilled items and production scheduling 
adjusted accordingly. 

The automatic 
hours of 


card punch saves 


needless repetitive punching 
since the operator 
mum 
make 


has only the mini- 


number of manual entries to 


on each card 
procedure. 
The 


puter 


involved in the 


extensions made on the com- 


save the hours and manpower 


that used to go into invoice and cost 


calculations, even though our computer 
is only operated about 142 hours each 
day on this application. We anticipate 
a substantial saving beyond the cost of 
renting the 


equipment when our fall 


expansion program is completed 
What is perhaps most important, our 
customers are getting better service even 
as our costs are reduced, reflecting the 
kind of thinking essential for any firm 


that wants to stay at the top. 


i 
* 


master card from the Kard-Veyer file from which new cards with key entered variable 


data and fixed data will be reproduced. 


88 
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“POUNDING OUT” STENCILS.. 


GIVE 


the only film stencil 
with the patented 
red dot seal tab! 


FILM STENCILS A TRY! 


Sure-Rite Film Stencils take the “‘; 
This is because of the special and 

the Sure-Rite Stencil. With 

ter that will barely reprodu 
lurre i 

ttle 


both repr 


ils take th 


American Stencil 


Manufacturing Company 


2714 WALNUT STREET ° DENVER, COLORADO 


IN THE MIOWEST CA 2UR PANAMA BEAVER MAN 


IN THE EAST CALL TRUE-RITE, INC., 1 
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BUSINESS MACHINE WRITING 


Your typists wil 
speed and ethciency in erasing with thes 


fine quality GRAYPOINT 





SF rer eer peencomennns ne on 


CONTROLLED 
- SPEED-_ 


for INK, TYPEWRITING, 


“11 
I 


ERASERS 


EASY-TO-HOLD, EASY-TO-POINT, 
**BALANCED' PENCIL-LIKE SIZES 


NO. 3650 GRAYPOINT © 


Hexagonal, wood-case eraser fits 
comfortably in the hand. Attached 
brush whisks away eraser crumbs 
Won't roll off desks. Easily re- 
pointed in any pencil sharpener 
or with knife 

NO. 365. GRAYPOINT. Same 
eraser as No. 3650 but without 
whisk 


“NO. 378 GRAYPOINT 


This paper wrapped eraser with 
the pull-string, can easily be re 
pointed right at the desk 


All 3 are perfectly balanced 
for complete control and fast, 
smooth erasing 


WRITE FOR FREE SAMPLE 
OF YOUR CHOICE 
Write us on yvour busine 
etterhead NOW for the 
erase! illustrated here 
{ vou'd ike to try 

se mentor the name 


our tationer! 


WELDON ROBERTS’ RUBBER 
365 Sixth Avenue Newark 7, N. J 


World's Foremost Eraser Specialists 


For More Information Circle No. 322 
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Banks Expand Their 
Use of Photocopies 


Increased use of photocopy machines to 
efficiently handle expanding daily banking 
services 1s reported by a number of large 
and small banks throughout the country, 
according to Copease Corp. In addition to 
general office requirements, such as copy- 
ing letters and memos, banks have special- 
ized applications. For example, photo- 
copies are made of checks with unrecog- 
nizable signatures, which must be returned 
to the bank presenting the check. The 
copies are kept on file for reference in any 
correspondence concerning the returned 
checks. In another case, the controller’s 
department makes copies of accounting 
work sheets, and account ledger sheets 
often required by auditors. Photocopies 
provide speedier flow of information and 
prevent loss or damage of original docu- 
ments 

A midwestern bank uses photocopy 
equipment to fill depositor requests for 
of checking account 
Another bank 


uses copies of news clippings to keep top 


duplicate copies 


records kept on microfilm 


level personnel posted on important events 
in the banking world. Other typical bank- 
ing uses are copies of real estate apprais- 
als, forgery data and claims reports in the 
insurance department; birth and death 


certificates, payment records, discharge 
papers and letters of recommendation in 
the personnel department; documents re- 
lating to trust accounts, probate wills, evi- 
dence of accounts paid and letters of 
transmittal. Further information on bank- 
ing applications may be obtained from 
Copease Corp., 425 Park Ave., New York 


22, or Circle No. 207. 


READERS ORDERING A 
CHANGE OF ADDRESS should 
provide both their old and their new 
address, and give one month’s notice. 
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Ready for new Postal Rates ? 


Up go your postage costs from 3¢ to 4¢ an ounce for first class letter 
mail, from 6¢ to 7¢ for airmail. (That makes it 64¢ 
a pound for regular letters, $1.12 for airmail! ) 

Starting August Ist, when the new rates take effect, 

a precision mailing scale is more of a must in your office 
than ever before! Overpaid letters will cause even 
heavier hidden postage losses; underpaid letters cause 
“Postage Dues,” cost you good will! 

Pitney-Bowes’ mailing scales are fast-acting, accurate 
and dependable, with widely spaced chart markings that 
can be read correctly at a glance. 

There are models for every office, large or 
small, including a parcel post scale of 70 Ib. 
capacity. 

Ask the nearest Pitney-Bow es office to 
demonstrate, or send the coupon for a free 
illustrated booklet. 

FREE: Handy desk or wall chart of latest Postal 


} . . . ‘ . 
Rates, with parcel post map and zone finder. 


Mode 1 S-510, 

<= 

ce 

— - - 

PITNEY-BowES Mailing Scales 
PitTNEY-Bowes, INC., 3497 Walnut St., Stamford, Conn. 


= Originator of the postage meter... offices in 107 cities in U. S. and Canada 
ee ee ee ee 
PITNEY-BoweEs, IN«¢ 


3497 Walnut St., Stamford, Conn 


Model 4900 for 
Sel 
the small office 


ane. 


postage computer 


{ddress 


I 
i 
4 
I 
I 
has convenient I 
g 
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{ 
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HAPPY FANNY says: 
Bavco Ventilated Chars 


Offer Correct Seating for Every Need 


Eliminate the Office ““Hot Seat” 


Increase Efficiency 


More Comfort 

Ventilation, plus firm resilient support 
eliminates the “office hot seat.” 
Longer Wear 

Webbing resilience is everlasting. No 
change in support after years and years 
of use. 

Higher Quality — Lower Cost 
Trouble-free Seng tilt mechanism, with 
nylon thrust bearings. Hooded 2” oilless, 
double row ball bearing casters—remov- 
able pin. 

Less Maintenance 

Outwears other upholstery, guaranteed 
for five years. No more broken springs, 
split seams. 

Variety of color in webbing 

( hoice ot 14 colors. Mvriads ot combina 
tions. Guaranteed for 5 years. 


ES 45A 
Stretch Executive Swivel 


Stain w 19'/2"' wide—I8"' deep 


VENTHATION= 


Tip 
No Office ““Hot Seat” 


Buy BEVCO! 
Swivel Chairs 
If its BEVCO— Posture Chairs 
It’s the BEST... Reception Settings 
Coat and Hat Racks 











| Safety Engineered 
 <— Built for Public Seating 
PS 33A 


pig nt SEE YOUR DEALER OR WRITE DIREC 
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BE VCQO PRECISION MANUFACTURING COMPANY 
4 y | 831 Chicago Avenue, Evanston, Illinois 























RIGHT 











lin 1 Employee 


em- 
they 
were handled by management. Each in- 


ROUNDUP of day-to-day 
ployee problems and how 


Relations | 
cident is taken from a true-life griev- 


ance which went to arbitration. Names 


of some principals have been changed. 


When Can’t You Discharge Employees for Stealing? 


What Happened: 


Four employees were suspected of 
stealing small items. The company re- 
Sheriff and 
asked him to interrogate the workers 


ported it to the Deputy 


involved. While questioning them, the 
Sheriff promised the suspects that if 
they would return stolen items and con- 
fess, the company would not impose 
penalty. The 
brought the stolen supplies back—and 
were promptly fired by the 
The workers took this plea to 


any serious workers 
manage- 
ment. 
arbitration, stating: 

1. We were promised leniency and, 
instead, we got the axe. 

2. The things we stole were small 
items, and we didn't resell them to 
make money. 

3. The company has previously been 
“forgiving” to others who have taken 
things for their personal use. 

4. Don’t brand us “thief” for 
a small violation. 

The 


the basis that regardless of 


such 


company stood its ground on 


the size of 
fugust, 1958 


Tre OFFIice 


the loot, stealing is a dischargeable of- 
fense. 
Was the Company: 


RIGHT WRONG 


It 


WHAT ARBITRATOR WILBER C. 
BOTHWELL RULED: “It is clear that 
discharge may be justified as a penalty 
for stealing even when, as is the case 
here, it is a first offense. Theft is a very 
serious offense, and mutual confidence 
and trust are important in the relation- 
ship between employer and employee. 
Discharge has been sustained as a pen- 


93 





alty for theft in many arbitration cases. 
The company has stated that its policy 
is to discharge an employee in a clear 
case of theft, even in the case of a first 
offense. The arbitrator must reject the 
contention that the taking of small 
items from the company, for personal 
use of the employee, constituted a de- 
fense. Except for the promise of im- 
munity from prosecution, which appar- 


ently secured the confessions, the arbi- 
trator can find no serious objections to 
the action of the company, and would 
sustain the discharges. However, be- 
cause of this promise and the fact that 
none of the employees had any previ- 
ous discipline on his record, the arbi- 
trator finds that the discharges were 
not for proper cause. The workers will 
be reinstated, but without back pay.” 


How Valid Is a Previously Unenforced Rule? 


What Happened: 

Carl X was caught writing numbers 
in the When 
questioned, he freely admitted that he 
Was a 


company locker room. 


“bookie.” He was immediately 
fired. Carl thought that the company’s 
filed a 
grievance and when the company re- 


action was very unfair. He 


fused to reverse the supervisor's action, 


Said Carl: 


the case went to arbitration 


1. Bookmaking had been going on 


in the company for 20 years and, even 


though there was a company rule 


against it, no attempt jad ever been 


made to enforce it before now. 


Ba 


and, if I repeated, then discharge would 


should have been warned first 


have been warranted. 
3. I was a good worker. I made book 
own Who was hurt? No- 


on my time. 


body! 


Was Carl: 


RIGHI WRONG 


WHAT ARBITRATOR SIDNEY L. 
CAHN (CHAIRMAN) RULED: “We 
hold that the mere fact that an illegal 
practice has gone unpunished for a long 
period of time cannot be said to estop 
the company from attacking this practice 
in the future. Certainly the practice of 
an illegal act over a long period of time 
cannot be said to result in the establish- 
ment of a ‘local working condition.” An 
employee who, while on company prop- 
erty, performs an illegal act (‘writing 
numbers’) is not properly discharging 
his responsibilities as an employee. 
Such discharge of responsibilities must 
lawful 


imply conducting oneself in a 
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OFFICE MANAGERS! 


Write for 
FREE 
VACATION 
SCHEDULE 
and 
FREE BOOKLET 
100 Ways to 
Improve Efficiency — 


Save Money 
in Your Office’ 


ee 
MANPOWER 


for trained 


TEMPORARY 


VACATION 
REPLACEMENTS 


TYPING — STENOGRAPHIC WORK 
GENERAL OFFICE WORK 


Use our employees as long as you need 
them at low hourly rates — we pay 
all salaries, taxes and insurance — 

we'll work in your office or do your 

work in our office. 


Make arrangements now to have your 
office work continue while your employees 
are on vacation — call your local 
Manpower, Inc. office today. 


A DECADE OF BUSINESS SERVICE 
manpower, inc. 


Over 140 Offices in the U.S., Canada and Abroad 


Mr. Elmer L. Winter, President, Manpower, Inc 
820 N. Plankinton Ave., Milwaukee, Wis 


Dear Mr. Winter 
Please send me FREE 
New 1958 Vacation Schedu 
100 Ways to Improve Ef 
n Your Office 


For More Information Circle No 
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& Hours 
OF 


GLASS TOP 
GLARE 








;: \i\s bas e - Tes tellict® 
uN TO GIVE YOU A 


| * HEADACHE! 


i i 
| 


4/1 
Now! 


J / 
sey as we 
Yeats 
= Work All Day Long 


fF 
Y NON-GLARE y/ Without Annoying Eye-Strain! 
y GLASS TOPS / IT'S ALMOST INVISIBLE GLASS 
OME WITHOUT GLARE... 


Eye-strain, eye-strain headache . . . that’s what you get when you 
sit behind a desk with an annoying, light-reflecting glass top 
But what a restful change Tru-Site makes! Tru-Site non-glare glass top ends 
eye-strain as it stops annoying light reflection . . . protects the top 
of your desk with an almost invisible glass 
See the wonderful difference Tru-Site makes on YOUR desk 








€ 





Write today for a visual Tru-Site demonstration without cost or obligation. 





DEARBORN GLASS COMPANY 


6600 SOUTH HARLEM AVENUE, BEDFORD PARK, P. 0. ARGO, ILLINOIS 





VA 


For More Information Circle No. 233 
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manner while working as an employee. 
The fact that the grievant may have 
been on his lunch hour or may have 
used an open public pay telephone in 
performing this illegal act is irrelevant. 
For during all times that an employee 


is On company property, he must con- 
duct himself properly: he may not en- 
gage in illegal activities whether he does 
so on his ‘free time’ or not in order 
to further his illegal activities. The dis- 
charge was for just cause.” 


Must Management Furnish Employee Parking Space? 


What Happened: 


When the police department started 
cracking down on street parking and 
gave out lots of tickets, the employees 
of the company demanded that they be 
provided with a parking area on com- 
pany property. fn fact, they went ahead 
and filed a grievance to that effect. The 
management refused to process the 
grievance on the grounds that the de- 
mand for parking space had nothing to 
do with wages, hours or working con- 
ditions. To prove its point, the com- 
pany agreed to have an arbitrator de- 
cide the matter. The employees claimed 
that their wages were affected because, 
when they 


had to pay parking fines, 


their take-home pay was less. They also 
claimed that their safety was in jeop- 
ardy because congested streets outside 
the building made crossing to get to 


work hazardous. 


Were the Employees: 
RIGHT WRONG 


WHAT ARBITRATOR MITCHELL 
M. SHIPMAN RULED: “Without 
minimizing it one iota, the arbitrator 
must dismiss the grievance. As the 
company correctly points out, they have 
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no jurisdiction in the matter, nor is 
there any agreement to establish an ob- 
ligation upon the company or make it 
obligatory upon management to take 
the particular action which the em- 
ployees are seeking. The umpire has 
not overlooked the safety or hazard 
argument which was urged by the em- 
ployees. To be sure, management has 
the obligation to maintain safe working 


conditions for its employees. This ob- 
ligation is, however, confined to the 
conditions of work within the 
pany’s place of business. Conditions 
which prevail outside, however much 
they may be related to the physical and 
mental well-being of the employees (and 
parking may well be one of those con- 
ditions) are, nonetheless, not truly with- 
in the scope of the safety maintenance 
obligations of the company.” 


com- 





‘‘A whole week’s work 
now takes us just 4 hours...’ 


with this new Ozalid One-Writing method for all 
accounting reports ! 


IT STARTED ONE DAY LAST YEAR— 
THE PRESIDENT CAME INTO MY OFFICE... 


EACH OF THESE THREE GIRLS SPENDS A GOOD 
PART OF EACH WEEK TYPING ACCOUNTING 


REPORTS AND RECORDS THE WEEKLY SALES 
| THINK I'VE GOT THE ANSWER Ry 3 REPORT. FOR EXAMPLE 


LET ME EXPLAIN 


WE'VE GOT TO DO SOMETHING ABOUT WEEKLY ACCOUNTING 
REPORTS. COPIES ARE GETTING UP TO MANAGEMENT TOO LATE 





Bi r¢ %,, 
A FEW MONTHS LATER... THE JOB IS REALLY A BREEZE NOW. | 
ONLY TAKES ME 4 HOURS A WEEK 


I'M GLAD TO SEE WE'RE NOW 
GETTING THOSE REPORTS ON TIME 


YES. THEY’RE A LOT MORE ACCURATE 
|; TOO. AND WE SAVE HOURS OF TYPING 
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Sk eee 


BUT IF WE USED THE OZALID DIRECT COPY 
SYSTEM, WE'D ELIMINATE ALL THIS TYPING. ONE 
GIRL COULD DO THE JOB IN A LOT LESS TIME 


Lowest Cost Per Copy 


Ozalid Direct Copying ends wasteful ‘“‘re- 
peat writing’”’ in every department . 
makes dry, perfect copies in seconds. And 
a letter-size sheet of Ozalid paper costs 
you less than a penny—lowest cost per 
copy of any copying process. 


OZALID" 


THE PURCHASING DEPARTMENT LIKES DIRECT Acs > / SYSTEMS 


OURS SO MUCH, THEY'RE PUTTING IN 
THEIR OWN OZALID SYSTEM A Division of General Aniline & Film Corporation 


THE OFFICE 


In Canada: Hughes Owens Company, Ltd., Montreal 


Send coupon for full savings story 


Ozalid, Dept. Z-8 

Johnson City, N. Y. 

Please send more information on Ozalid one-writing systems for 
these departments: 

{_] Purchasing [] Order-Invoicing {_] Accounting 
[_] Receiving [_} Production Control {_] Engineering 
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CROSS 


Mca Fn 

“~) ‘ P 

Whiting Srstuments 

Aimee 184-6 
No other pen or pencil can 
match the smooth-writing 
characteristics of a Cross, nor 
can any other writing instru- 
ment surpass Cross’ slender, 
perfect styling. 


Choose a 





Most appreciated as 
business and personal gifts. 


Write for free Business Gift folder. 


5: , = 
st 2 of tens or tenes 


Your 
v 
12 Kt. GOLD FILLED 
$6.60 each F.T.I1. 
$13.20 sets F.T.1. 
Yin LUSTROUS CHROME 


as $3.75 each no tax 
. ) $7.50 sets no tax 
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‘ OFFICE KNIFE 


#119 

$1.00 

Also penholders, lead holders, 

carton openers, marking pencils. At pro- 

gressive dealers everywhere. Write today for 
free illustrated catalog! 


GRIFFIN MANUFACTURING CO. 


LYNDHURST ST. ROCHESTER, NEW YORK 
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The Emotionally Upset 


ntiinued from ¢ 


interviews 


should be referred to a specialist. 


be helped in one or two 


Obviously the professional skills of 
the executive do not include psycho- 
therapy. He therefore can only perform 
Hall 


has put it, the executive cannot expect 


a relief function. As Dr. Bernard 
to go beyond the ordinary means and 
channels of available to 
him. He 


problems for which these means are not 


supervision 
cannot expect to alleviate 
adequate. Occasionally executives criti- 
help 
people with whom even the most skilled 
difficulty. Such 


such re- 


cize themselves for failing to 


clinicians would have 


expectations are unrealistic; 
criminations, unwarranted. 

that relief 
Emotional first aid 


often enables people to obtain a new 


This is not to say efforts 


are unimportant. 
perspective on their problems and to 
deal with them more effectively. Such 
“relief 


counseling” is to psychiatric 


treatment as first aid is to medical 


treatment. First aid efforts are neither 
unimportant nor can they be minimized. 
However, no one can be all things to 
all people. There are limits to what one 
as a human being in his particular 
position can do. 

The troubled person himself and the 
nature of his problem both pose certain 
limitations. Emotional first aid will not 
be of much help to people who are par- 
ticularly inflexible, those who have little 
awareness of their more obvious prob- 
lems, or those who have little sensitivity 
to their own feelings. For example, a 
man who cannot admit to himself that 
he is angry when it is appropriate to be 
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Cyuided Missile... 
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roy General +0000 
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. PAPERS 


A good letter is always better...written on a Gilbert Cotton Fibre Bond 


GILBERT PAPER COMPANY, MENASHA, WISCONSI 


For More Information Circle No. 271 
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Read how effortless dictation becomes 
.. with the automatic dictating machine 





a ee EE SEEN, 


Si aS ait i sigan Sos she 





(GME Dictaphone JimeJfaster 





=) 


To operate the new Dictaphone TIME-MASTER, simply snap in its 
remarkable, nonerasable Dictabelt record. Now pick up mike. That 
turns machine on. No wait for warm-up—thanks to transistors. All 
dictation controls are timesaving touchbuttons right on mike. And 
with Dictabelt’s visible recording, you always know where you are. 
Easy? That’s only the beginning. Call your local Dictaphone office 
for the full story. 


NEW DICTAPHONE (7) ===) TIME-MASTER 


MORE THAN A DICTATING MACHINE—A MONEYSAVING INVESTMENT 


Dictaphone Corporation, 420 Lexingt Avenue, N.Y 
Corporation, Ltd., 204 § ton Ave. East, 7 
Di tor e-Master and [ 
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angry is insensitive to his own feelings. 


Troubled people who are in an 


acute panic—trembling, easily agitated, 
frightened—and those who are so up- 
set as to be a danger to themselves or 
others, require help beyond first aid. If 
the problem is chronic and if the per- 
son customarily has been unable to cope 
successfully with life’s problems, first 
aid will not be of much help. First aid 
is of greatest help if the problem relates 
to external stress, or to immediate and 
acute family or job difficulties. 

The person who seeks help for emo- 
tional distress bares himself to the view 


He the 


protective layers of his personality to 


of another. removes some of 
let the other person see what is trou- 
bling him. He may burst into an angry 
tirade or into tears because he feels it is 
the presence of 
should not 
in return be- 


safe to do so in the 


other person. This cause 


embarrassment or anger 
cause it is an act of confidence. He does 
this he that by ex- 
pressing his feelings he will obtain help, 
that the him 
by not communicating to other people 
what he has learned. If this trust is vio- 
the 


because assumes 


and listener will protect 


lated, listener debases the human 
dignity of the troubled person and dis- 
credits his own reputation for integrity. 
If he cannot keep confidential what he 
hears, both he and the troubled person 
will be better off if he does not try to 
offer first 


Every person in a position of respon- 


aid. 


sibility should have ready access to a 
specialized professional person to whom 
he can refer. Insecurity about how to 
deal with difficult and pressing prob- 
lems beyond our competence is relieved 


by knowing we need only to pick up a 
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FOR REALLY AUTOMATIC 


SALT: 


the proven automatic 


Electric Stapler! 


& Where else con you get such immediate, con- 
tinuous return for so small an investment? 
Here's a thoroughly proven electric stapler 
that quickly pays for itself in time and money 
because it is completely automatic . . then 
Staplex goes right on putting savings in your 
pocket! 

*% In over 10 years proven performance in the 
field Staplex has broken records for every 
commercial and industrial application includ- 
ing fastening material, bags, paper, records 
ond others. It's the perfect companion piece 
for use with collators, photo-copiers, dupli- 
cators and other office time-sovers 

& Staples instantaneously upon insertion of 
work . .. perfect split-second stapling every 
time. No tiresome hand or foot controls .. . 
both hands free to work with. Portable . .-. 
plugs in anywhere. Reloads in two seconds 

. nothing to lift, turn or pull out. Simple, 
quick set occurate adjustment up to 4%" 
in depth. 


IN COLOR! Staplex is now available in 
Suntan, Mist Green, Dust Blue, Marine Grey, 
Coraltone (Pink) and Black. 


=Sfoplex ... the fastest... 


. savingest way to staple! 





775 Fifth Ave., Brooklyn 32, N.Y. 
Show me STAPLEX in action! 

L_} Send me further information 
NAME 
COMPANY 
ADDRESS 














1958 The Staplex Company 
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BerecstRom 


OFFICE PRINTING PAPERS 


. . . the BEST you’ve ever used! 


Compare Bergstrom’s ( DIN — 
mimeo finish, smooth finish 

or bond finish 

for bnghtness, uniformity, 
opacity, printability! 

You can pay more for 

office printing papers 

but you can’t buy better 
quality better printing 
results. Sized for pen and 
ink. Write for samples and 


name of nearest distributor 


BerRcstTRoM 
PAPER COMPANY 
NEENAH, WISCONSIN 

FOUNDED 1904 
For More Information Circle No. 285 
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telephone to have competent advice. If 
the company does not employ an indus- 
trial physician, it behooves the execu- 
tive to become acquainted with a com- 
petent psychiatrist, clinical psychologist, 
or psychiatric social worker to whom 
he can turn in an emergency. He will 
find it the 
munity available 
for help and how to use them. In any 


know 
which 


invaluable to com- 


resources are 
sizable community there are literally 
dozens of sources of help. One need 
only know the proper telephone num- 
bers to mobilize them. One important 
potential source of help, and often a 
valuable support, is the troubled per- 
son’s family physician. 

Serious problems have to be referred. 
Such a referral must indicate honestly 
the person 
that another door is being opened for 
Neither 
word must suggest a feeling that the 


and sincerely to troubled 


additional help action nor 
troubled person is “crazy,” hopeless or 
unworthy of attention. If the listener 
is not honest in his referral, if he does 
not himself believe that the referral will 
be of help, this 
nicated to the 
and he will not 

When people 


feeling will be commu- 
person being referred 
use the referral source. 
are troubled, they may 
misunderstand or become _ confused. 
One way to avoid misunderstanding in 
referral is to make a practice of sum- 
marizing with the troubled person what 
has gone on and where the matter now 
Referral does not mean 
the listener’s door should be closed; he 
that he is 
standing by to help further in any way 


seems to stand. 


might specifically indicate 


he can. 
People who should be referred to 
help include 


professional sources of 
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The Copease dare: 
ff 


= 


| 
lf 
will 


— an 


COMPARE! 


That’s our challenge. Compare COPEASE with any other copying 
machine. See for yourself that COPEASE—and only COPEASE— 
will copy everything and copy it perfectly. Whatever the job, 
COPEASE will copy it. And it will do it for less. Here’s why: 


*COPEASE SAVES PAPER. \Vinety-fir« 
percent of all office copying is done at 
one dial setting. 

e COPEASE MAKES TWO COPIES FROM 
EVERY NEGATIVE. 


+ COPEASE COPIES SAVE TIME. \o proo/- 
reading is necessary. 

* COPEASE IS EASY TO OPERATE. 

* COPEASE PHOTOCOPY MACHINES 
built to last. 


* COPEASE COPIES EVERYTHING FROM ANY ORIGINAL. 


Allow us to prove it on the spot. We'll personally demonstrate that COPEASE COPIES EVERYTHING. 


DISTRIBUTORS IN PRINCIPAL 
CITIES. REGIONAL OFFICES: 


New York, 425 Park Ave. 
Plaza 3-6692 

Chicago, 228 N. LaSalle St. 
STate 1-1383 


Los Angeles, 3671 W. Sixth 
St., DUnkirk 5-288) 





COPEASE CORPORATION 

425 Park Avenue, New York 22, N. Y. 

Gentlemen: | would like to have a 3-day FREE TRIAL of 
Copease in our own office—without obligation. ........ 
Please send me a FREE copy of ‘‘THE TRUTH ABOUT 
COPYING MACHINES”....0 


For More Information Circle No. 260 
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those who act in such a way that their 
behavior appears to be irrational and 
uncontrolled. Most obvious examples 
of this are people who hear voices, talk 
to themselves consistently, or believe 
things are happening to them which in 
reality are not so. People who speak of 
suicide or make suicidal attempts, those 
who threaten others with physical vio- 
lence, those who have repeated offenses 
against the law or the rules of the com- 
pany, those who are paralyzed into in- 
activity by their inability to make de- 
cisions, those who have constant physi- 
cal symptoms or 
they cannot control—all should be re- 
ferred quickly to an outside agency. 
Occasionally people seeking help are 
friends of the executive or have a re- 
lationship which is too close to permit 


mannerisms which 


him to be objective or to permit them to 
be comfortable in bringing their trou- 
bles to him. Such people also should 
be referred. 

A final word of caution. People fre- 


quently are somewhat embarrassed 


after having sought counsel for emo- 
tional distress. Some may feel they 
have said too much, others that to have 
admitted a need for help is somehow 
not acceptable adult behavior. As a 


result, they may afterwards avoid or 
ignore the person to whom they turned 
for help. The executive should antici- 
pate such behavior and not be offended 
by it. Sometimes it can be avoided if 
he indicates that he knows the troubled 
person probably will have such feelings. 
— Reprinted from The 


Quarterly. 


Menninger 


SOUND ENGINEERING 


AX bsorb Of puce 


) 
A A OL hime K Joie 


wv AN yi It S oOWLe 


NOISE is a_ killer with its nervous 
TENSION and _ excessive FATIGUI 

Wasted productivity and error cost 
American business millions yearly 


[reat yourself to a omfortable office 
without distractions, | using ACOUS 
TINETS Mav we help you to solve 


your problem 


Write for details. Give machines, makes, models you use and measurements. 


cera US TINE | 


508 AMERICAN STANDARD BUILDING, 


BUFFALO 7, NEW YORK 
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022, for your 


microfilming dollar 


vy 
New: ‘Recordak Reliant Mi-. 
crofilmer makes office opera- 
tions easier, faster than ever be- 
fore. Use it in your accounting 
operations, for clerical copy- 


chores, and watch 


costs drop! 


ing 
Its many 
unique features give you 
more for your microfilm- 
ing dollar in every way. 


= 

le Kodamatic indexing —film is 
indexed automatically during micro- 
filming run which makes reference in 
film reader so much easier! 

“) 
se High-precision feeder ends 
double-feeding of items—all but elim- 
inates possibility of missed pictures. 


- 
So Double protection + Reliant lets 


you expose two rolls of film simulta- 


neously—one for reference, the other 


for security file. 


/f : 

Al Greatest operator convenience 
—eye-levelstacking tray, plus all controls 
at fingertips. Makes microfilming a snap. 


SEE HOW you can save. Mail coupon 


for more details about office savings 











with Recordak Microfilming. No obli- 
gation whatsoever. 


=RECORDPK 


(Subsidiary of Eastman Kodak Company) 

originator of modern microfilming 
—now in its 3lst year 

6 6 © © eMAIL COUPON TODAY+ see eres 


RECORDAK CORPORATION 
$15 Madison Avenue, New York 17, N.Y 


Please send 
Save Millions.” 


Gentlemen 


Cuts That 


free copy of “Short 
LL-8 


Name_ 





Company 





2 





City _State 





eeeeveevoeveeveeeeeveeeeeeeeaeeeaee 


For More Information Circle No. 259 


> 
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Advantages of the Model 3300-FH 


@ Only nationally sold and serviced 
combined folder and inserter on the market. 
e The 3300, as an inserter by itself, is the 
lowest priced inserter available. 
e Handles enclosure sizes (after folding) 
up to 8% by 5% inches. 
e@ Automatic feed with continuous leading, 
stops to prevent jamming or tearing. 


PB’s new combination folding and 
envelope-stuffing machine makes big 

savings in even small offices! Its inserter unit 
hooks onto any PB folder, or operates separately. 


PITNEY-BOWES Folding and 


Made by the originator of the postage meter... 107 offices in the 
U.S. and Canada, with nationwide service coast to coast. 


For More Information Circle No. 337 
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».. 000 letters in 8 minutes! 


The new Pitney-Bowes combined Folding and Inserting 
Machine is a low-cost unit, for the smaller office .. .does away 
with the hand folding and inserting that make mailing costly and 
slow. It prevents interruption of office routines, avoids overtime 
or hiring extra workers . . . permits wider, more profitable 


use of the mail to promote your product or service. 


Called the “3300-FH”, this machine folds—and inserts in 
envelopes—single enclosures at speeds up to 4,000 per hour—letters, 
cards, invoices, statements, bulletins, even stapled sheets. Multiple 
enclosures can be made with more runs through the machine. 


Faster, neater, less expensive than hand folding and stuffing. 


This compact machine is set without tools, is easy to operate, 
can be run by anybody. Even with occasional use, the 3300-FH soon 
pays for itself in any office. Call the nearest PB office for details. 

Or send coupon for free illustrated booklet and case studies 


with free chart of postal rates. 


Model 3100 


with six optional stations, inserts 
up to six enclosures at speeds to 6,000 
an hour. Optional hook-up with PB 
postage meter mailing machine. 
i sae eneieel enti emanendlnensiall nena canada neti 
PitNeY-Bowes, INC. 
3458 Crosby St.. 
Stamford, Conn. 4 
Send free illustrated booklet and 
“case studies” on PB Folding and 
Inserting Machines () Postal Rate Chart 


Inserting 
Machines 


Name 


Address — 


For More Information Circle No. 337 
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TAPE TRANSCEIVER 


Teletype Corp., Dept. 30 H, 4100 Ful- 
lerton Ave., Chicago 39, IIl., announces 
the Teletype Automatic Send-Receive Set 
which operates at 100 words per minute 
and provides facilities for typing, tape 


punching, tape transmission, tape recep- 
tion, sending and receiving page copy on 


message paper or multi-part forms. Tape 
may be a by-product of both transmission 
and reception. A built-in control system 
provides for remote apparatus. Tape may 
be printed-chadless, chadless or fully per- 
forated. Unit will function both off the 
line locally, or on the line over communi- 
cation channels. Unit measures 39” high, 
36” wide, 1842” deep with keyboard pro- 
jection of 44%”. For illustrated descriptive 
booklet, Circle No. 126. 


a eh ee he 


ae ible ee tnhet ks 


* a 
Dt A 


TRANSLUCENT MASTERS 


Paterson Parchment Paper Co., Bristol, 
Pa., offers users of diazotype copying ma- 
chines a colorful brochure containing sam- 
ples of Patapar Translucent Parchment 


whiteprint masters. The samples include 
testing sheets of various weights up to rigid 
card stock. Patapar’s high degree of trans 
lucency permits fast transmission of the 
ultraviolet rays and is result in 
faster operation and clearer copies. For 
the free samples, Circle No. 130. 


said to 


BALLPEN 


Waterman Pen Co., 1 DeForest St., 
Seymour, Conn., makes the Jewel Point 
ballpoint pen with a synthetic sapphire tip 
which has a high affinity for ink, to pre 
vent skipping, and is highly resistant to 
wear. The refillable ink cartridge holds 
four times as much ink as previously and 
an all-nylon retractor mechanism 
nates the metallic clicking 


elimi- 
sound. The 
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Jewel Point may be held at any normal 
writing angle by left or right-handed per- 
sons without affecting its writing efficiency. 
Made with red, blue, green and black 
plastic barrels and push-buttons, and high 
gloss chromed cap and clip. Retails at 
$1.98. For More Information Circle No. 
196. 


TIPPER, COUNTER, STACKER 


Inc., 1644 N. Honore St., 
Chicago 22, Ill., announces the Tip-On 
Counter Stacker which tips streamers on 
magazines and catalogs at variable speeds 
up to 12,000 per hour. It handles books 
from 5%” x 7%" to 10%" x 14%” in 
thicknesses from 24 pages to %2”. Fully 
automatic operation applies labels from 
2%” to 6” wide and 3” to 10” long. It 
automatically counts and __ stacks 


it fy 
paw ie —_ 


“ 


Cheshire, 


also 


magazines in packages of predetermined 
quantities, eliminating the need for manual 
counting and checking. The complete unit 
includes tip-on conveyor 
and counter-stacker, with variable speed 
devices and all necessary electrical con- 
trols. Tip-ons are accurately positioned by 
an automatic device. Another device pre- 
vents misses and wasted labels. The con- 
veyor carries books in perfect alignment 
for stacking on the counter at the end of 
the conveyor, ready for pick-up in counted 
package-units. For More Information 
Circle No. 108. 


feeder, device, 


STRIP TAPE READER 


Potter Instrument Co., Sunnyside Blvd., 
Plainview, N. Y., makes the 909 transistor- 
ized perforated tape strip reader for 
processing data on tape strips into digital 
computer systems. For rack or console 
mounting, it can be operated by clerical 
personnel. Reading speeds up to 1000 char- 
acters a second, simple in-line threading, 
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and three millisec. starting time. It stops 
on “stop” character and will read next 
character after start. Reads any tape in- 


cluding oiled yellow Teletype tape; and 
5, 6, 7 or 8 level tapes with sprocket chan- 
nel. Not affected by temperature changes. 
For More Information Circle No. 177. 


MAGNETIC TAPE 
Minnesota Mining & Mfg. Co., Dept. 


A8-224, St. Paul, Minn., makes a mag- 
netic computer tape that eliminates oxide 
rub-off, extends equipment life and is said 
to outwear conventional tapes by ten 
times or more. A thin, low-friction, purple 
plastic layer over the magnetic coating 
prevents oxide from contacting recording 
head at any time. Because plastic layer is 
only 50 micro-inches thick, critical head- 
to-tape contact is sufficiently intimate for 
all recording applications except where ex- 
tremely high frequency response is re- 
quired. The tape provides greater relia- 
bility and freedom from signal error in 
digital computer applications. Machine 
down-time for head clean-up is markedly 
reduced. One computer manufacturer 
whose equipment can use tape from 1000 
to 1500 times reported that the new tape 
can be used 30,000 to 50,000 times. In 
another computer installation where ex- 
posed oxide tapes were usable for only 
250 plays, the new tape raised the figure 
to more than 11,000 plays. Scotch sand- 
wich instrumentation tape Nos. 186, 188 
and 189 are specifically recommended for 
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digital recording, AM and PDM (phase 
detection modulation) recording, and some 
FM applications. The manufacturer states 
that the tape contains not more than a 
single dropout per roll, based on recording 
seven tracks on 4%” x 2500 ft. rolls. 
sibility of dropouts caused by oxide rub-off 
during subsequent use is almost completely 
eliminated. Tapes are available in all 
standard widths and lengths. For More 
Information Circle No. 194. 


Pos- 


SPIRIT DUPLICATOR 

SADA S.p.A. Duplicatori ed 
Piazza S. M. Beltrade 1, Milan, Italy, 
makes the SADA Sprint portable spirit 
duplicator which anyone can use without 
staining the hands or clothing. Pressure 
can be adjusted for printing all weights of 
paper from tissue to cardboard and from 
postcard size to 13” x 16” Fluid 


Affini, 


sheets. 


is safe when the machine is being carried 
Operation is noiseless and one copy is pro- 
duced with each turn of the handle. Master 
is easy to attach and trial prints are un- 


necessary. The first copy is usable. Fin- 
ished copies are delivered perfectly 
stacked. Simple adjustments for position- 
ing copy. The SADA Sprint duplicator 
weighs less than 24 lbs. and is 7” high, 
15” wide and 15%” long. For More In- 
formation Circle No. 125. 


MACHINE ACCOUNTING FORMS 


Clarkson Press, Inc., Buffalo 10, N. Y., 
announces that heading and rule imprinted 
stock forms for machine accounting will 
be shipped within 48-72 hours after receipt 
of order (not counting weekends and holi- 
days). Clarkson X-Press Imprints are de- 
signed to give tabulating departments the 
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fastest service on accounting and reporting 
forms. Air express or air freight shipments 
can be specified to further speed delivery. 
For More Information Circle No. 193. 


STAPLER 


American Dictating Machine Co., 65 
Madison Ave., New York 16, N. Y., offers 
the ADM-567 Stapler which is very easy 
to load. A gentle push on the button at 
the rear and the staple magazine automati- 


cally opens. Drop staples in, snap shut, 


and it is ready to use. Construction ts 
guaranteed jamproof A 
window when to reload, without 
opening the stapler. The ADM-567 can be 
opened to use as a tacker and as a plier- 
stapler. It is built for heavy duty and 
takes standard staples. For More Informa- 


tion Circle No. 165. 


staple sighter 


shows 


PAPER SAMPLE BOOK 


Byron Weston Co., Dept. OF, Dalton, 
Mass., offers a sample book of Weston’s 
Hand Weave to those interested in a paper 
of high brilliance and whiteness. It is 
made in laid and wove finishes and a bril 
liant white color achieved through the use 
of fluorescent dye. Laid finish is 
available in four attractive pastel colors: 
ivory, blue, green and gray. A 25% cotton 
fiber paper, Weston’s Hand Weave com- 
bines the quality, uniformity and 
printability of a fine paper with a radiant 
blue-white color. An ideal choice for let- 
terheads, it is recommended for 
announcements, notices, folders and other 


also 


easy 


also 
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direct mail applications where the brilliant 
white commands attention. Available in 
Subs. 20 and 24 in standard flat sizes with 


envelopes to match; also in correspondence 
cabinets of 100 and envelopes, 
Monarch or Ladies’ size. For the 
sample book, Circle No. 171. 


PHOTOCOPIER 


Remington Rand Div., 
Corp., Room 1815, 315 Fourth Ave., New 
York 10, N. Y., announces the Transcopy 
Meteor, a compact high speed photocopy 
unit which exposes, develops and prints 


sheets 


free 


Sperry Rand 


wide 
and of any length in half a minute or less 
[he attractive, two-tone (gray-rite and 
mist-gray), scientifically engineered photo 
copier can be operated by anyone, any 
where. 


finished copies of originals up to 15 


The Meteor is designed specifically 
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for use under fluorescent or bright office 
lighting with its built-in filter Safety Paper. 
Transcopy Meteor can be plugged into 
standard electrical outlets and no installa- 
tion is necessary. It produces sharp, clear 
photocopies fast, economically, convenient- 
ly and accurately. Its overall dimensions 
are: length 2642”, width 151%”, height 
914”, and throat width 15”. For booklet 
P-516 describing the Transcopy Meteor, 
Circle No. 121. 


DATA LOGGING PRINTER 


Electronics Components Div., Monroe 
Calculating Machine Co., 60 Main St., 
San Francisco, Calif., makes Series MC- 
203 electrically actuated printing machine 
for data logging systems where quantities 


of data are to be entered on a sizable 


logging sheet in a regular format As 
many as 14 digits can be entered on one 
printing cycle, in any arrangement of 1, 2, 
3 and up to 14, or in any grouping within 
14 digits, such as three groups of four and 
one group of two. The carriage can be 
mechanically programmed to tabulate 
fixed or variable distances after any print- 
out. Machines are capable of a maximum 
of 150 printing operations a minute or 
over 30 characters a second. With an 18” 
carriage, up to 136 characters and spaces 
may be printed on a single line. The 
printer will operate over a source-voltage 
fluctuation of 100-125 volts. A memory 
circuit can be used to enter groups of data 
sequentially into the keyboard and then 
print all groups at one time without mov- 
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ing the carriage, or for serial entry where 
only one digit at a time is available. For 
More Information Circle No. 168. 


OFFSET INKS 


Colitho Div., Columbia Ribbon & Car- 
bon Mfg. Co., 964 Herbhill Road, Glen 
Cove, N. Y., offers Colitho Offset Print- 
ing Inks in self-contained dispensing car- 
tridges for use in a sturdy ink gun which 
will last the lifetime of the offset duplica- 
tor. The cartridge and gun eliminate 
messy ink knives, sharp edged cans and 
soiled hands. The operator simply selects 
his ink, slips the cartridge into the gun 
and “fires” a steady flow of ink directly 


ink fountain. Uniform distribu- 
tion is insured due to the smooth acting 
gun. Waste is eliminated as there is no 
layer of scum to remove from the ink can 
Operators save time loading the fountain 
and washing up, and save ink. Colitho 
black offset inks available in cartridge 
form are CO-1, CO-1A, CO-2, CO-2A and 
CO-4A. A Colitho Ink Combo contains 
six 12 fl. oz. cartridges of any ink listed 
above, a durable all steel dispensing gun 
and an 8 oz. squeeze bottle of Colitho 
Hand Cleaner—all for the price of the 
ink. For More Information Circle No. 
137. 


into the 
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MAIL DISTRIBUTOR 


LeFebure Corp., Cedar Rapids, Iowa, 
makes the Mail-Kwik which combines the 
operations of sorting and routing mail. 
Mail is sorted, distributed and collected in 
one continuous cycle. Savings in time up 


to 50% are possible. The standard Mail 
Kwik may be modified to include shelves 
and compartments to fit any operation. In 
addition, special units of every type can be 
engineered and designed to handle special 
mail handling requirements. For 
tive booklet, Circle No. 162. 


descrip- 


PLAN CARRYING CASE 


Scott-Rice Co., 610 S. Main, 
Okla., offers the Saf-Tee lightweight, tam- 
perproof aluminum carrying case for 
rolled drawings, maps and pans. Of 3’ 
diameter in three standard sizes for 


Tulsa 3, 








rolled material up to 60” wide. Made of 
16-gauge 6061-T6 aluminum alloy with 
leather handle and steel hasp for padlock, 
Saf-Tee 
cases can be furnished in custom lengths 
For More Information 


the case can take rough usage 


on special order 


Circle No. 182. 
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FOLDING CHAIRS 


Cole Steel Equipment Co., 415 Madison 
Ave., New York 17, N. Y., makes four 
styles of steel folding chairs priced from 
$4.95 to $13.95. The Auditorium Tablet- 
Arm Chair (illustrated) is $13.95 and con- 
structed heavy gauge tubular 


with steel 


frame and legs. The writing surface, arm 


support and seat are natural plywood. De 
signed to balance all body weights for 
correct posture and comfortable 
without tipping, tilting, wobbling or slid- 
ing. Rubber leg prevent marking 
floors. When and Cole 


seating 


ends 
folded nested, 
Auditorium Chairs require minimum stor- 
space. Available in green, gray o1 

For More Information Circle No. 


age 
beige 


145. 


COFFEE DISPENSER 


Northwest Automatic Products Co., 
1702 Linden Ave., Minneapolis, Minn., 
announces the Griswold Automatic Coffee 
Vender which 240 cups of pre- 
brewed hot coffee: black, with cream, with 
sugar, or with both, completely mixed in 
cup and requiring no spoons or stirring. 
Refrigerated cream and liquid sugar are 
fed separately from the coffee so that black 
is free of cream discoloration and 
sugar Unitized construction allows 
easy removal of all components, with sim- 


delivers 


coffee 


taste 
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ple hand tools and no special skill, for 
servicing and daily live steam sterilizing. 
Unit plugs into any 110-volt outlet with 


no additonal plumbing or wiring required. 
Includes coin rejector, changer and locked 
coin box. For More Information Circle 
No. 118. 


MAIL SCALE 
Triner Scale & Mfg. Co., 2714 West 
21st St., Chicago 8, Ill., makes the Model 
AA-12 beam scale for accurately weighing 
all mail from foreign airmail in half-ounce 
units and parcel post up to 12 lbs. The 


scale’s accuracy is within a few grains. 








Iwo slotted 4-lb. weights are carried in a 
chrome rack on the scale. Correct postage 
at the new rates is shown for all 
of mail as each piece is weighed. 


classes 


The 
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beam is notched at the ounce and half- 
ounce points for fast, check- 
weighing of mail. For literature describing 
the check-weighing procedure and _ the 
Triner scales, Circle No. 107. 


accurate 


LIGHT TABLE 


Offset Duplicator Div., Photostat Corp., 
Box 1970 OF, Rochester 3, N. Y., offers 
a multi-purpose drafting-stripping table 
occupying only 22” x 38”, for drawing, 
paste-up, layout, tracing, stripping, mask- 
ing and opaquing. In additon, it provides 
work organizing and storage facilities for 
tools, materials and supplies required for 
these operations. The square top of 
frosted glass is enclosed in four accurately 


Di 


Seats to 


straight-edges of stainless 
operator may true his T- 
of the four sides for hori- 
ruling or positioning 
without a triangle. The four-square top 
permits use with equal facility by 
right- or left-handed personnel. Two fluo- 
rescent bulbs evenly distribute illumination 
adequate for tracing on stencil 
negatives or direct image plates, without 
extinguishing ordinary overhead lighting. 
Stripping, masking and opaquing may be 
performed without disturbing ordinary 
office lighting. A dual-purpose 24” stain- 


right-angled 
that 
square to any 


steel so 


zontal or vertical 


also 


stencils, 
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less steel T-square is provided for cutting 
and drafting. One of the two side-shelves 
is slotted to hold ink, opaque and other 
fluids; the other shelf holds materials and 
work in process. A storage drawer con 
tains a compartment exactly the right size 
for masking sheets and direct image plates; 
another compartment for brushes, scissors, 
stripping knife, ruler, etc. A lower com- 
partment provides space for larger items 
such as paper, fixitive and rubber cement 
Finished in gray, the table has rounded 
snag-proof corners throughout and 8-ft 
electrical Switch is in plain view. 
For More Information Circle No. 166 


cord. 


SWITCHABLE PLUGBOARD 


Snapout Forms Co., Chardon, Ohio, 
offers the Model 519 Quikswitch 80-80 
plugboard to replace the manually wired 
80-80 board on the IBM 519 reproducing 
punch. Without pulling or replacing wires, 
but merely flipping switches, the Quik 
switch provides column-for-column repro 
duction into blank cards or elimination of 


QPr€E ©) 
PYIOVOM VO 
FIOM OVE 


fre oe v6 i pf yf of pe ale | 


Gd of é eye yf ery 


any desired column from reproduction 
Any number of cards can be gang punched 
from a master Six switches provide 
punch-x control for gang 
punching. A in one col- 
umn or an entire field can be corrected 
[The Quikswitch mounts onto a standard 
519 control panel. For More Information 
Circle No. 172. 


card 
interspersed 


consistent error 
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ik 
A 
CLEAN 
OPERATION! 


Here's an easier-to-operate mimeograph that works like a printing press 
and delivers printing-press quality. The BDC Rex-Rotary M-4, 
using paste ink, automatically fed to rollers from an ever-sealed, disposable 
cartridge, protects the operator against ink-stains, and controls the ink 
so accurately that exactly the right amount reaches the paper, insuring 
letter-perfect copies every time. No other mimeograph offers all the advan- 
tages of the M-4. No other machine, for example, can 
be completely closed when not in operation. Only by 
BOHN seeing this mimeograph in action can you appreciate 
ete Veil ge its score of superiorities. Send for free portfolio: ‘‘The 
CORP. Work and the Wherefore of the M-4.”’ 


444 Fourth Avenue 


New York 16, New York Fully automatic, electric and only $345 


P= 3 8) o 


For More Information Circle No. 222 
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PARTITIONS 


R J R Industries, Inc 
Ave., Chicago 16, Ill., makes Reynolds 
Partitions which do not obstruct existing 
light, heat or ventilation. Standard 72” 
high sections provide a solid panel extend- 
ing 52” from the floor, capped by 20” of 
glass or perforated hardboard. This shields 
the vision of a seated worker from distrac- 
tions of movements outside the partitions, 
yet the glass provides adequate lighting. 


It is claimed that these partitions cost less 
than the raw materials for a home made 


installation. Made of selected kiln dry 
lumber, tempered hardboard and clear or 
translucent glass or perforated hardboard 
top panels, Reynolds Partitions provide 
long lasting, sound resistant reusable space 
dividers for any office layout. Available 
in nine colors as well as prime coat for 
finishing after installation. Stocked in 36” 
widths and sections in any width up to 36” 
are made to fill each wall requirement 
without extra charge. Swinging gates and 
aluminum doors have factory installed 
hardware and can be set up with the par- 
titions by anyone using only a screwdriver. 
For More Information Circle No. 178. 


MICROFILM READERS 


Filmsort Co., Pearl River, N. Y., an- 
nounces two portable microfilm readers: 
the Filmsort Inspector 50 weighing 5 Ibs. 
and priced at $59.50; and the Filmsort 
Inspector 25 hand viewer weighing about 
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3 ozs. and priced at $5.50. Made espe- 
cially for D size aperture (used for engi 
neering drawings), the Inspector 50 en- 


35mm _ frame onto an 
magnification 1s ap 


Microfilm made at 


larges the full 
8” x 8” screen. Its 
proximately six times 
a 16X reduction, usually used for 82” 
ea", ae kK GP, eee 7" = 22” oc 18" x 
24” drawings, can be viewed and checked 
with ease. It may be 
instances, to use a hand magnifier to pick 
up small detail in a large drawing filmed 
at 29 to 1 reduction. The Inspector 50 
has storage space for approximately 200 
aperture cards, an advantage to field per 
sonnel. It xo” x 4 
a 50-watt lamp, operates on AC or D6 


necessary, in some 


closes to 12 uses 


The Inspector 25 is a magnifier with two 
lenses and a plastic mount for the insertion 
and registration of tab-size aperture cards, 
and it covers the full “D” aperture with 
magnification of times. Ideal for 


taking off a dimension or for fast reference 


three 
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VISUAL CONTROL PANELS 


OVER-RIDING SIGNALS Chart Action, Indicate Trends, Show Results, 
Permit Comparison, Picture Organized 


—g Facts for Analysis and Decisi 
a acts for Analysis an on. 


~~ BN Complete flexibility with limitless signalling and charting 


Troneporent possibilities . . . Easily adapted to your individual record 


& cee 
“at  \nsertoble requirements. 

Index Lightweight panels contain clear plastic tubes which are 
% » individually removable and may be shifted from one posi- 
“Be > tion to another . . . Clarity of tube provides full legibility of 


Opaque indicator 6 om contents. 
uf” : Signals snap on or off at any point . . . Hold 

For ., tet 3 sas . 
> position until positively moved .. . Slide 


il notat; a 
guy “SScanagg nti smoothly back and forth . . . By-pass freely. 


Insertable index feature afford triple signalling potential: 
by position, by color and by legend of index. 


x & . 6 Aah tha man pom Aeme 0 show you spamples— 


Fold over Transparent Opaque 


TUBE INTERIOR SIGNALS 








{ACME VisiB 1 CR T. VIRGINIA | 
——————=EoCo=E=E=SeoEoEeE=e=eeeEeEeEeEeaEeaEaEIi_lIlE>EEE>——L—E=——E—E_————E—— T_T 





OD Send us more information on Visual Control Panels. e 
0) We are interested in Acme Visible equipment for —— ~~ __ records. 


1nd OF RECORD 


OC Have representative call. Date Time 





Company Attention 








Address. 














ee City 
For More Information Circle No. 256 
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AL ROTK 
YRERATING al 


“WSs _| 
~~ Qutomate your 
labei pasting with 


King 


GLUERS 


Makes mailing and 
Shipping faster, cleaner, cheaper. 


SAVE with lower cost, 
ungummed mailing 
labels—and get better 
appearance, neater 


mailings. 
Use in other places, too— 
for any labeling chore. 








TRUE PORTABILITY 
POSITIVE CONTROL EASIEST CLEANING 
LOW COST ¢ PAYS FOR ITSELF 











Ask for details. See your King dealer. 


Was 


Hing) Sales and Engineering Co. 


441 Folsom Street, San Francisco-5 
For More Information Circle No. 311 
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to a drawing filmed at a 16X. reduction, 
it does not lend itself to easy use for 29 
to | film reductions because of its low 
magnification. When folded, the Inspector 
25 is 3%" x 2%" x %”"; when open, 
3%" x 24%” x 3”. For More Information 
Circle No. 143. 


ELECTRIC ERASER 


Ellendale Associates, Box 401, Park 
Ridge, Ill., announces the Auto Erase, an 


| electric, portable, battery operated eraser 
| which 


uses two standard flashlight bat- 
It erases ink, pencil and typewriter 
impressions swiftly without affecting paper. 


teries 





Original typewritten sheets can be erased 
in the machine, without smudging carbon 
copies. Dirt spots and fingerprints can be 
removed from paper surfaces. The eraser 
can erase single letters or numerals without 
affecting writing on either Attrac- 
tively packaged in a two-tone plastic case 
with cleaners, pencil and ink 
erasers, the Auto Erase retails at $4.95 
without batteries, $5.49 with batteries. For 
More Information Circle No. 47. 


side. 


abrasive 


FLASHLIGHT CLIPBOARD 
Mutual Engineering & Mfg. Co., 1124 
East 108th St., Los Angeles 59, Calif., 
makes the Ray-Rite combination flashlight 


| and clipboard for those who record or 


read information in poorly lighted places 
or in total darkness. Makes a one-handed 
job out of a two-handed one, as when a 
separate clipboard and flashlight have to 
be used. Made in three standard board 
mee 7" x 1, Se Bx TT" ee 
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lustrous wood-grain 
“EXECUTIVE” PLASTIC OFFICE CHAIR MAT 


easy to clean 


Sheame when cleaned matches your modern furniture 
sists alcohol, ciga- , ° ° : 
rette burns, etc, Here is the most beautiful chair mat ever designed—the 


: Interstate “Executive.” Available in Driftwood Gray, Walnut, 





S Desert Tan, or Mist Green wood grains in gleaming plastic 
a 4 laminated to extra-thick Presdwood. The striking “Executive” 
: is long wearing—an independent laboratory test proved that 

T more than two million scuffs and abrasions did little more 
extra thick than remove gloss from the tough plastic surface. Low in 


Neovy lamination of cost too 
over Oi" Breed: SEND COUPON TOD 
over nd resd- Cee nee ee me (em ee ee 
pane Won't slip— 2 — 
won't creep. interstate Metal Products Co., Inc) Dept. N 
INTERSTATE (Office Equipment Division) eg 

666 Lake Shore Drive, Chicago 11, til. 


Please send me FREE literature and more information about Executive 
plastic chair mats. 





FREE 


iiterature & 
ffice equip 


| 
| 
! 
| 
| 
ment catalog f | 
| 
| 
l 
l 


NAME 





TITLE 





Chairs glide smoothly 
over the mar-resistant 
surface. Not slippery. 
Chip resistant. 


COMPANY 





ADDRESS. 





(city) (zone) 
For More Information Circle No. 338 
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Luteh, Efficient, Economical 


CHECK RECONCILEMENT / 


| Fac Top, 


Z) | oun, **ROL, 
MARGINSORT | 


CHECK SOLITAIRE 


t 
| 
TAKES HOURS! 





MARGINSORT 
TAKES MINUTES! 


CHECK SORTING SPEEDED UP EASY TO ADOPT 
MARGINSORT checks have been MARGINSORT can be incorporated 


used extensively for many years, into your present record keeping and 
and are recognized as the most check reconcilement system without 
efficient and lowest cost means of any change in existing Yr or office 
eliminating the time consuming job equipment. The savings in time and 
of check sorting. money will astound you. 


Send for complete information, samples, and name of 
your closest Forms and Systems Dealer. 
| [sen emnne 


Gentlemen: 


Please send the full story on STEVENSON & SMITH, INC. 


Stevenson & Smith's Marginsort. a 


(Oo; 


39 Lackawanna Place 
Bloomfield, New Jersey 


For More Information Circle No. 263 
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either a Masonite or aluminum board. 
Special size boards can be ordered, or 
they can be made by ordering only the 
Flashlight Head and Clip Section which 
are built together and can be mounted on 
any size board. Uses two standard flash- 
light batteries. Three-battery Ray-Rite 
boards can be furnished on special order. 


The Ray-Rite is of sturdy construction to 
stand hard everyday usage and has a 
punched hole lip for hanging up. Light 
bulb reflector inside is white enameled. 
Bulbs are standard type. Ray-Rite boards 
are priced at from $5.95 to under $10 
(without batteries). For More Information 
Circle No. 150. 


FLOOR PROTECTORS 


Tab Products Co., 995 Market St., San 
Francisco 3, Calif., offers Tab Caster Cups 
to protect floors under tabulating ma- 


chines. The cups distribute the machine’s 
weight, keep machine steady and prevent 
it from creeping which mars floors. The 
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~ ——, 
TYPEWRITER / 


4 5 


1 4) ee 
CLEANER \ 


ASK YOUR 
Office Supply or 
Typewriter Man 
To Demonstrate 


BUD 


PINK PLASTIC PUTTY 


that pulls the dirt out of type- 
writer type rather than washing 
it into the machine 





NO MESSY LIQUIDS 
to remove nail pollsh, 
spot or spatter clothes. 


NO HARMFUL FUMES to cause headaches 
or colds. 


To make neat erasures—just touch the word 
to be erased, Bud will absorb the surplus Ink. 
Then erase and there will be no smear, 


Retails for 50¢ each 
Dealers—write for sample and cost 


A ee ae Me oes On 
Fi C2 FO x «een 
BALTIMORE 12,MARYLAND 


For More Information Circle No. 308 
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New Phone Amplifier Frees BOTH Hands 


TEL-O-MASTER 
¢ Amplifies INCOMING message for indi- 
vidual or group use 


e COMPLETELY portable 

« NO INSTALLATION required 

Fully automatic my I e phone eB 
Works any pla Transist wed. Batte Ix 
Price ONLY $49.51 Ir ediate deliver) 


Dealerships Available Now 


FISHER bent T02, "Pato. ito, ‘cai 











For More Information Circle No. 319 


Eliminate 
Dangerous, 
Messy 
Wires 


Use ELECTRIDUCT 


New Over-the-Floor Extension Cord 
Safe, Stumbleproof, Unobstructive 


In Lengths of 4, 5, 6 and 10 ff. 
No Installation Necessary. 
U.L. Approved 
Write for FREE Circular O-ED58 


CMG INDUSTRIES ° IDEAS, 
214 Ivinson Ave., Laramie, Wyoming 
For More Information Circle No. 320 


INC. 





plastic cups are virtually indestructible 
and will now dose their shape. Their high 
gloss color will not wear off and they are 
suitable for all heavy office equipment. 
Tab Caster Cups are 6” by '%” overall 
with the cup area 242” in diameter and 
3/16” deep. A set of four is $7.50 and 
will support 3000 Ibs. For More Informa- 
tion Circle No. 169. 


PHOTOCOPIER 


Statmaster Corp., 19 West 44th St., 
New York 36, N. Y., announces the Stat- 
master which anyone can operate after a 
few hours of instruction Statmasters 
come in three models. The smallest is 
4x 4x 7 ft. high; the largest 6 x 8 x 8 
ft. They will photograph any copy, flat 
or three-dimensional, black-and-white or 


ww 


color, paper or film, onto any grade or 
weight of paper or film for as little as 
two cents per print depending on materials 
and techniques used. Copies can be en- 
larged of straight of 
negative or positive, in line or 


reduced, reverse, 
halftone. 
Image to be photographed can be viewed 
at all times, eliminating guesswork and 
paper waste. Paper or film can be cut to 
exact size to cover image and visible de- 
veloping insures tone value of 
every print. The unit has calibrated scales 
to give exact sizes of enlargements up to 
500% or reductions down to 350% in 
perfect focus in a single shot. Two cold- 
light units travel with the copy board, 
fanning in and out automatically to pro- 


correct 


Tue Orrice—August, 1958 





Newest Olivetti: 
Electrosumma 22, a 
super-fast adding- 
listing machine 


The new Olivetti Electrosumma 22 provides the 
advantages of high speed (220 CPM) high ca- 
pacity (12/13 columns), light weight (22 lbs.), and 
compactness (Ql 2 inches w ide, | {! 2 inches deep). 
Its unique credit balance indicator continually 
tells if balance in the machine is positive or nega- 
tive. Its unique date key prints pre-set date (or 
\-digit code number). Its unique keyboard (with 
extra-large add bar) is remarkably fast and com- 
fortable. Multiplication by repeated additions is 
practical, because of the machine’s high speed. 


olivetti 


For information, write Olivetti Corporation of 
America, 375 Park Avenue, New York 22, N.Y. 
For More Information Circle No. 298 
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vide proper illumination at any scale. En- 
larger unit consists of an 11” x 14” cold 
cathode grid built into the copy board. 
Adapter back holds paper or film firmly 
without adhesives, film holders, magazines 
or vacuum frames. The Statmaster has no 
gears, wheels, crank handles’ or electric 
motors. A patented device permits the 
operator to raise and lower the copy board 
quickly and effortlessly. The Lucy attach- 
ment projects images from flat copy or 
objects directly onto drawing board in 


The boss just left... 


. +. praising his new Bentson modular desk! 
He gets so much more work done, easier, that 
he’s ordering Bentsons for everybody! I think 
it’s the best office furniture made. Tailored to 
the job and space and so smart looking. Why tain every 
don’t you tell your boss to see a Bentson 


dealer 


— or write for colorful literature. 


BENTSON MANUFACTURING CO, - 
663 Highland Avenue 


straight position, eliminating subsequent 
transfers. The Statmaster is equipped with 
stainless steel sink built through the dark- 
room wall of the unit, electric drum dryer, 
paper safe, trimmer, trays, safelights, elec- 
tric timer, tilt table, ventilated roof and 
exhaust fan, spotlights and stands, elec- 
trical and plumbing outlets, etc. For More 
Information Circle No. 102. 


TRANSCRIPTION TRAINING 
Dictaphone Corp., 420 Lexington Ave., 
New York 17, N. 
Y.. announces an 
all-inclusive ma- 
chine dictation 
secretarial practice 
educational pack- 
age which provides 
all essentials for 
training 15 stu- 
dents per unit. 
Each unit of the 
course provides: a 
200-page textbook; 
a fully transistor- 
ized, touch-button 
Time-Master  tran- 
scribing machine; 
18 freshly recorded 
Dictabelt 
a complete set of 
training aids; regu- 
lar service on the 
machine; 
and help from ex- 
perienced Dicta- 
phone personnel. 
The practice Dic- 
tabelt records con 
type of 
dictation the stu- 
dent will encounter 
and all dictation is 
progressively timed, 
by precision 
prompting devices, 
to match the abil- 
ity of the student. 
Subjects 
variety of 


records: 


advice 


cover a 
e Aurora, Illinois busi- 
nesses and profes- 
that the 


sions so 


For More Information Circle No. 324 
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UNIT SALES 
ANALYSIS COSTS 


b'y 50% 


WITH A LOW COST 
MULTIPLE -TALLY 


, DENOMINATOR 4 


We invite you to benefit by our half century’s experience. 
If you tabulate sales, colors, sizes, styles, shades, textures, etc... . we'll show you 
how simply and inexpensively it can be done with a Multiple-Tally DENOMINATOR! 


SEND FOR FREE LITERATURE and PRICES NOW! 


DO YOU USE THIS The DENOMINATOR COMPANY, Inc. 
TALLY MARK “+H 261 Broadway, New York 7, N. Y. 


to sort and count in your [] Please forward literature and prices. 
office or plant? [] Please have representative call. 

Use the Multiple-Tally Name 
Denominator for faster, Company. 














more accurate results. Address___ 




















For More Information Circle No. 270 
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NEVER BEFORE SO SAFE, SO 
SURE A WAY T0 KEEP 


CONFIDENTIAL PAPERS — 
a 


OUR PAPERS 
GO IN HERE. 


Keep your confidential papers and records 
from the prying eyes of unauthorized per- 
sons by quick, easy destruction right in 
your own office with the SHREDMASTER 
Bantam 10. Anyone can operate. Handsome, 
modern design and clean, noise free opera- 
tion suitable to any office. Yours at a new 
low price. 

FREE: Illustrated descriptive folder giv- 
ing details of 10 Day Free Trial. Just write 
today to Room 1131, 

75 Varick Street, New York 

and ask for Circular 54 


™ SHREDMASTER 


CORPORATION 
A Division of Self Winding Clock Company, Inc. 


Manufacturers also of the Clipper 14, only heavier duty 
shredding machine suitable for office use 
Sales and Service in principal cities in U.S. and Canada, 


For More Information Circle No. 374 
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student-secretary becomes familiar with 
terms and correspondence forms typical to 
many jobs. For More Information Circle 


No. 189. 


ELECTROGRAPHIC RECORDER 
Detroit 32, Mich., an 


nounces a high-speed electrographic data 


Burroughs ‘Corp., 


recording system which receives electronic 
communication and provides an immedi 
ate hard, dry, readable copy by translating 
electronic impulses into readable charac 
ters at a speed of 30,000 matrix characters 
per second The technique lends itself to 
producing natrix OF 


either preformed 


ip aac 


Products based on this tech 
which several applications are 


characters 
nique, for 
now being worked out, produce controlled, 
visible dots by direct electrical impulses 
Ihe process utilizes a controlled source of 
electricity to form small charged areas on 
a high-resistivity surface such as coated 
papel Che 
made visible by application of powdered 
ink, permanently fixed by the application 
of heat 
character 
lionth of a second 


electrostatic latent image is 


The electrostatic charge for one 
can be deposited in one mil 
A line of 72 characters 
would require only a small fraction of a 
This means that plain language 
produced at 300,000 
minute. The only 


second 
messages could be 


words and more per 


THe Orrice—August, 1958 





b ao § 


NOW-INSTANT COPIES 
FROM BIGGER ORIGINALS 


twice as fast 
as other 


photocopiers 
the new 


CORMAC 
CORONET 


4 takes copy up to 18 wide by any length 





The Cormac Coronet is the only high-speed @ Engineered for High-Speed Copying in 
photocopier with 1834 inch throat—full news- Volume 

paper width plus 334” to spare for easier han- 
dling. And on length... no limit whatsoever. Operates Under Any Light Conditions 
Takes smaller sizes, too—up to 2500 standard : é 
8%” x 11” originals in one eight-hour day. Other Models, Including the Nation- 
With Cormac’s micro-dial control, anyone can ally Famous Corvette, From $189. 
produce instant, quality copies with everything ——_—__—_———— 

you can see on the original in sharp detail. CORMAC PHOTOCOPY CORPORATION 

Built with the same precision and styling that 80 Fifth Avenue, New York 11, N. Y. 

have won acclaim for other Cormac models I would like to see the Cormac Coronet per- 


everywhere. Carries the same lifetime guaranty. — | Se ee ee ee 


For a free demonstration in your office mail to arrange for a demonstration at my con- 


, . : venience 
coupon today. No obligation, of course. dasa 


Company 
CORMAC Address 
PHOTOCOPY CORPORATION City . 
80 Fifth Ave., New York 11, N.Y. ORegon 5-9310 


For More Information Circle No. 257 
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more important ts 
Files are quickly found 








Chicago 7 
For More Information Circle No. 315 


Dept, O8, 1220 Van Buren St., 


COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults, 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling 
Made in {3 heights — 4 
widths. Send for Circular 
56-0 and prices. 

1. D,. COTTERMAN, Mfr. 
123 W. Spring Avenue 
Naperville. til 

For More Information Circle No. 316 


Thy a 


limitation is the speed at which paper can 
be handled. Going directly from electronic 
impulses to static charges on the final 
usable copy results in high reliability, ab 
sence of errors and low maintenance cost 
The only mechanical motion involved is 
handling the continuously moving paper 
under the printing head. The system is 
basically low in cost and very 
little power. Power required to print 5000 
characters per second, serially, is about 
five watts in addition to that necessary to 
move the paper and fix the 
images. The paper is a little more expen 
sive than ordinary writing paper 
ing is practically noiseless, clean 
manent. By eliminating the 
fixing steps, paper can be erased and used 
over again or can be electronically 
by picking up the electrostatic charge. The 
high pulsing reasonably high 
recording speeds to be obtained in a small, 
low-powered, low-cost recording device. If 
straight parallel printing is used (line-at-a- 
time page printer), phenomenally high 
speeds are possible. Applications for elec- 
trographic recording include labeling of 
strip-printing, digital computer output sys 
tems, page-printers and plotters, teletype- 
writing and telemetering, high-speed strip 
charting and facsimile. For More In- 
formation Circle No. 106. 


consumes 


recorded 


Record 
and per- 
inking and 


“read” 


rates allow 


HAND DRIER 


Activeaire Devices, Inc., 1537 
St., Brooklyn 13, N. Y., makes the 
aire Electric Towel which 


Bergen 
Active- 
sterilizes the 


hands as it dries them and a special deo- 
dorant block scents both the hands and 
room with a pleasing fragrance. Through 
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Multiplication by calculator— 


BREEZE OR BOTTLENECK? 


Multiplying is a breeze the Marchant automatic 
push-button way...there’s no waiting for answers* 


When multiplying with any other calculator, there’s 
an idle wait while the answer builds up. This “watch 
and wait” multiplication can be a figurework bottle- 
neck, costly in time and money. 

But there’s no waiting with the Marchant calcula- 
tor. Marchant’s exclusive “live” multiplier keys give 
you the answer as fast as the digits are entered! And 
when the last multiplier key is touched, it’s the 
answer, not the user, that’s waiting! 

Your nearby Marchant Man will be glad to show 
you how the ease and speed of Marchant’s automatic 
push-button multiplication can help you cut your fig- 
urework costs and boost your figurework output. Or, 
send the coupon for full information. 





© © 
© © 





* These ‘‘live’’ multiplier keys Modern Management 


. exclusive on the Marchant 


“s Marchi Counts on Marchant 
calculator . . . make possible 
Marchant's fast, easy push-button 
multiplication . . . automatic, si- 
multaneous! You just touch the 
multiplier keys and read theanswer! 


MARCHANT CALCULATORS 


Division of SMITH-CORONA MARCHANT INC. 


OAKLAND 8B, CALIFORNIA 


Ooo OocoCe 
©Ceooooce 








New Marchant 10-Key Adder permits 
high-speed touch-system operation 


MARCHANT CALCULATORS, OAKLAND 8, CALIFORNIA 


Please send full information on how the 
ease, speed and accuracy of Marchant cal- 
culators can cut our figurework costs and 
lighten our figuring burden. 


Light, lively touch and compact, x 
simplified keyboard make complete | 
touch system essy. You'll breese | Please send full information on the new 
through addition and subtraction | ~ Marchant 10-key Adder. 
with this fully electrified adding | 
machine. | 

Cc 


For More Information 
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wait 


HOME STUDY COURSE 
IN PROGRAMMING 
ELECTRONIC COMPUTERS 


The first and only one of its type, is 
being offered by Business Electronics Inc. 
Designed for inexperienced people, it is 
similar to a course members of the firm 
developed and are teaching at a large 
University. Students are taught to develop 
and program electronic systems for busi- 
ness problems such as Payroll, Accounts 
Receivable, Inventory Control, etc. 


Free brochures describing the course are 
available upon request from: 


BUSINESS ELECTRONICS INC. 
Computer Department 
420 Market Street, San Francisco 11, Calif. 
For More Information Circle No. 312 





A 
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Aptitests 

Sure 

Make 

Hiring 

Easier (===: 
... they eliminate ~ 
guesswork in selecting help 


At last ... brief, easy to administer and 
grade aptitude tests for Small or me- 
dium businesses. Perfected by nation- 
ally known psychologists ... assure ac- 
curate, scientific employee selection 
reduce costly job-training. Introductory 
set of 8 classifications—$10.00, postpaid 
—MONEY BACK GUARANTEE. 

Send trial order now or write for FREE literature. 


31 South Carpenter Ave. 
APTITESTS en, Pa. 











For More Information Circle No, 314 
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the use of two G. E. ozone lamps, its ultra 
violet radiation kills airborne .bacteria. 
Inexpensive to operate and maintain, the 
Activeaire Electric Towel operates on any 
regular 15-amp. line. It starts at the press 
of a button and has a 40 second cycle. 
The machine is attractively finished in 
easily cleaned chrome and made of 16- 
gauge steel throughout. It carries a one- 
year parts and workmanship guarantee. 
Hand dryers are estimated to save close 
to 92% a year in towels, maintenance, 
sanitation and storaging costs. For More 
Information Circle No. 123. 


COLLATOR 


Howard William Co., 625 W. Jackson 
Blvd., Chicago 6, Ill., announces the Genie 
Collator for gathering papers from 52” 
x 8142" to 84%” x 14”. It has six bins, each 
with a capacity of 2” of paper, for gather- 
ing sets of from two to six sheets each 


Operated by a foot pedal which leaves 
both hands free for handling collated sets 
All feeder fingers raise at one time for 
easy loading. Sturdily constructed of steel 
on rubber casters for easy portability the 
Genie is 43” high, 9%” wide and 21” 
deep. Simple enough for anyone to use. 
For More Information Circle No. 109. 
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procedural microfilming 
Saves time 
adds protection... 
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MICROFILM CAMER 


For More (tInformati« 
Circle No. 198 


©@ Motorized © Portable © Lowest Cost 


DIEBOLD, INC. Dept 0 

Flofilm Division, Norwalk, Conn 

Please send the f ; 4 
Manua! of “Pr 





'NCORPORATED Company 
Flofilm Division e« Norwalk, Conn Address 
Sales and Service Offices in All Princip«l Cities eT State 





TRANSPARENT 
CHAIR MAT 


Delta Products Div., Air 
Accessories, Inc., 1400 Hen- 
derson St., Fort Worth, Tex- 
as, makes Floor Show chair 
mats of durable, transparent 
Plexiglas that lets the beauty 
of carpets or flooring show 
through. Manufactured in 
four standard shapes and 36 
sizes to fit most any office 
need. Custom shaped mats 


are available’ to 

A 5 9 oy ee cekeons meet special design 
requirements. The 

Floor Show mat 

Any number of Sia ao senene 
7s te Te 


level-edge which 


Countrol Systems fo “cine teries 
By SSS ray, mat and_ carpet, 
can be based ES Rea = _ sg ‘and se mits pr 
‘s a ; — to roll easily from 


on the & = } 5a 3 . wehP the carpet to the 


surface of the mat. 


3 - aa 4 For More _ Infor- 
- Bs ‘Lae mation Circle No. 
B ) 141. 
i ae AUTOMATIC 
Soe | a. TYPEWRITER 
7 American Auto 
oa matic Typewriter 


te Le., 4 N. Pu- 

Simple punched-card @ iy I te iS laski Road, Chi- 
systems, based on . , cago 39, Ill., an- 
Vary-Tally Multiple Se eee 
Unit Reset Counters, SOs mesecenr AURO- 
: [Typist which has a 
give complete and up-to- large-capacity rec 
the-minute cost and stock-control information by types, ord roll that can 
colors, sizes, textures, grades, customers, or other classi- store up to 250 
fications. Also keeps production geared more closely to iverage-sized lines 
demand. Let us show you how easy it is to develop of copy (same ca 

a Vary-Tally system for your particular needs. pacity as a Selector 


Auto - Typist). l 
VEEDER-ROOT INC., Hartford 2, Conn. Saino. 2 


other 1 espects 


Model 5605 is 
“The Name that Counts” similar to Model 
5600 Standard 

For More Information Circle No. 325 
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Victor’s new, completely automatic printing calculator with the 


New Simpla-Key 


Lets you automatically multiply, add, subtract, or divide with a flick of One Key! 


2 
& 


flick Up to Multiply Center to Add, Subtract 


Automatic Fi “yy & 
Printing ~~ Se 
x £9 
Imagine! Multiply, divide, add or subtract P 4 


| 


with the new Victor Calculator—all automat- 

ically! Just flick the Simpla- Key —enter fig- 

ures as you’d write them—and the machine 

does the rest. Unbelievable ! 

A printed tape, with a true symbol, identifies Victor Adding Machine Co., Dept 

figures entered and operation performed. See Chicago 18, Illinois 

the unique Victor Calculator today. Con- Send me complete new brochure o 

venient terms. See ‘“V’’ for Victor in the Automatic Calculator. 

adding machine section of the Yellow Pages. Nome 

VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. Company Nome 

Victor-McCaskey, Ltd., Galt, Ontario 


Manufacturer of Business Machines, Cash Registers, Business 
and Industrial Systems, Electronic Equipment, Electri-Cars. 


Address 


For More Information Circle No. 242 
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SPACEFINDER FILES... 


~»»- HAVE PROVEN, in hundreds of offices, that they can 
SAVE YOU 50% or more in filing time, space and money! 








| 

: 

{ 
e4 
] 
{ 
' 
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Spacefinders are an appearance asset to any 
office —available in a wide range of sizes. 


ONLY SPACEFINDERS... 
offer you these 
exclusive advantages. 


Welded cabinet of Spacefinder is de- 

| signed specifically for MAXIMUM 

FILING EFFICIENCY. It is not an adap- 
tation of shelving! 


Spacefinders are complete and ready 

2 to use. When you move or change 

your department, you can MOVE THIS 

RUGGED FILE WITH CONTENTS 
INTACT! 


3 Optional doors give DUST, DIRT 
and FIRE PROTECTION, serve as 
handy pull-out work shelves, and can be 


| provided with locks. 


@ Note visibility and availability of thousands of records. 


Send today to Tab Products Co., 995 Market 
Street, San Francisco 3, for 24-page brochure, TT" Zt ES 
and name of our local representative for skilled 


help in showing you how to save filing time, pmonpworts co, 


space and money. 


For More Information Circle No. 296 
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Auto-Typist designed to write single let- 
ters. Model 5605 can write 10 to 20 com- 
plete letters depending upon length. In- 
dividual letters can be selected, one at a 
time, by setting the direction switch in 
“forward” position and pressing select 


he 


button. The record roll moves forward at 
high speed, stopping automatically at the 
beginning of each letter. Model 5605 can 
be used with any electric typewriter. Di- 
mensions are 30” wide, 32” deep and 35” 
high. For More Information Circle No. 
113. 


TELEPHONE LOCK 


Cel-U-Dex Corp., Box 1127 Newburgh, 
New Windsor, N. Y., makes a white plas- 
tic Loc-Ur-Fone telephone lock which 
prevents unauthorized phone calls while 
permitting incoming calls The white 
model is for telephones with plastic dials, 
conforming to the differences in size. 
White L-2 and black L-1l models both 
retail for $1. Loc-Ur-Fones have a num- 
ber of key changes for greater protection. 
The device cannot be removed without the 
key, but unlocks in a second. Each unit 
is mounted on a card with a key and pack- 
aged in lots of a dozen on a display rack 
holding 12 cards, or in a display box. For 
More Information Circle No. 139. 
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Valuable office equipment is 
safer, steadier to work with on a 
Consolett stand. /t’s tip-proof— 
the big 28” by 18” wheel base 
gives it stability. It’s wobble- 
free—rugged construction can’t 
loosen up. Machines won’t travel 
from vibration. /t’s fully port- 
able—-rolls on sturdy ball-bear- 
ing casters and anchors firmly 
at the touch of a toe. Write for 
prices and descriptive literature. 


STOLPER STEEL PRODUCTS CORP. 


318 Pilgrim Rd. © Menomonee Falls, Wis. 





For More Information Circle No. 307 











AVOID COST AND 
DELAY OF BINDERY 
DRILLING 


er Teall tc 
HEADACHES WITH A 


Sptuwtl 


PAPER DRILL 


A real production model— 
handles big or small jobs. Does 
clean, sharp drilling. Takes 1” 
stock. Table size 12” x 18”. 
Chip disposal. Adjustable back 
gave and 4 stops. Price includes 
one hollow drill. 12 standard 
size drills from ¥ to %”—$3.75 
each. Slitting attachment $7.50; 
slotting attachment $9.00. 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 


For More Information Circle No. 323 


PORTABLE CHALKBOARD 


Arlington Aluminum Co., 19011 W. 
Davison, Detroit 23, Mich., makes a port- 
able easel with a Visimatic green Duran 
chalkboard. It folds to 29” x 40” x 2 
and can be easily carried and set up by 
one person. The four tubular legs fold 
flush into the frame; chalk trough clamps 


G 


on the back and a hinged storage box (for 
holding crayons, chalk and erasers) folds 
up to the back. Folded and equipped with 
chalk, crayons and eraser the easel weighs 
only 15 lbs. A tough vinyl impregnated 
canvas zipper case is available. For pad 
and crayon presentations, a clamp will 
hold a 28” x 40” paper pad over the 
chalkboard. For More Information Circle 
No. 180. 


PEN CLEANER 


Alvin & Co., Windsor, Conn., offers 
Disolv-All, a quick acting, non-irritating 
solvent for removing ink and grime from 
ruling pens, lettering pens, brushes, rules 
and other drawing instruments. The wide 
mouth bottle allows immersion of drawing 
tools and solvent retains its cleansing 
qualities. A 4-oz. bottle is 40c; 8 ozs., 
70c; 16 ozs., $1.25. For More Information 
Circle No. 132. 
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AS ESSENTIAL AS A TYPEWRITER 


TRANSCOPY* METEOR 


Here is a new photocopier that offers quality prints faster and easier than ever 
before possible. Anyone can copy anything—anywhere! It’s called the Transcopy 
Meteor and users claim it’s as essential as a typewriter. If you run a business 
or institution you should know all about it. e 
Write for free literature! Remington. Ftand 
DIVISION OF SPERRY RANO CORPORATION 
tittiCiCEA Ah Aah nennnns 
Remington Rand 
Faster! Easier! Room 1815, 315 Fourth Avenue, New York 10, N. Y. 
Please send me a free copy of folder P516 on the new 
TRANSCOPY METEOR, 


Name & Title ___ 





Company_ 
Address_ 








ee ne ____— Zone 


For More Information Circle No. 255 
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® LEDGER SHEETS 
- =] 
ee Suen 


+ 


K 











Pen ruled and 
sides on 28 Ib. 
rag) Ledger. 


® COLUMNAR SHEETS 


rinted both 
White (25% 











Pen ruled and printed both 
sides. Single & Double Page 
Catalog Forms umbered lines 


& ® COLUMNAR PADS 


Price == 


SSS 
List. 











Write | 
Today! 














On #16 Buff Sulphite. Also 
available for ring binders. 


THE NATIONAL MANIFOLDING CO. 


521 BROWN STREET, DAYTON 2, OHIO 























For More Information Circle No. 309 


MAXIMUM SECURITY at 


Ee remem on 


THE FORD motor company 
with TELKEE, the Modern 
System of positive Key Control 


At Ford’s new Sharonville, 
dozens of other Ford plants across the country— 


Ohio plant—and at 


TELKEE Systems assure constant, fool-proof 
control over the keys to every lock. TELKEE 
keeps keys in authorized hands; eliminates prob- 
lems of lost keys; cuts costs of replacement locks 
and keys. 

Available in capacities from 21 to 2240 key 
changes, there’s a TELKEE System to fit your 
lant, building or office. Write today for “The Key 

‘o The Whole Thing” 


P. O. MOORE, INC. 


A Subsidiory of SUNROC Corperetion 


The MOORE KEY CONTROL System 


GLEN RIDDLE 2, PENNSYLVANIA 
For More Information Circle No. 310 


VISIBLE CARD FILE 


Box 8128-O, Rich- 
makes a visible record card 
file in which every card faces the operator. 
Finger space between cards permits quick 
and easy removal of each card so that 
entries may be posted on desk or table 
legibility. An auto- 
guides the return of 


Evans Specialty Co., 
mond, Va., 


surface for greater 
matic place marker 


Made in 
two sizes, with capacies of 1200 and 3000 
cards, with lightweight panels 
which can be flipped with a finger tip 
Adjustable end wings permit easy removal 


each card to its correct position 


aluminum 


or insertion of panels to meet individual 


capacity requirements and expand = as 


needed. For More Information Circle No. 


158. 


CARBON AND RIBBONS 


Write, Inc., 420 Lexington Ave., New 
York 17, N. Y 


announces its Statesman 


line of carbon papers and typewriter rib- 
bons. The carbons are made from 100% 
rag carbonizing tissue with coatings of the 
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va 


At R. L. Polk's busy Detroit office, 
Bunn Tying Machines facilitate handling 
of up to 1,500,000 mailing units a day! 


Machine-tying 
beats hand-tying 


Take it from R. L. Polk & Co., inter- ically, you get a precision, slip-proof 
nationally famous direct mail organ- tie ... in 1% seconds or less. Faster 
ization. Machine-tying with Bunn is than hand tying? About 10 times. 
the automatic way to streamline your And remember: size or shape of the 
tying methods! : object to be tied makes no difference. 
Ties anything. Mail, printed mate- The Bunn Package Tying Machine is 
rials, packages, cartons—yes anything completely self-adjusting. 

you now tie by hand can be tied Send today for full data on how Bunn 
neater, tighter and faster on a low- automatic tying can cut costs for you. 
cost Bunn Package Tying Machine. Use the handy coupon below. 
Operation is simple, positive. All 

you do is position the object to be ] 

tied, then step on a trip. Automat-_ 


B. H. Bunn Co., Dept. OF-88 
7605 Vincennes Ave., Chicago 20, Ill. 


Please send free booklet which illustrates how 
we may cut costs with Bunn automatic tying. 


PACKAGE TYING MACHINES — SINCE 1907 


A 


Name . 
: Bee ik . er oe Company . 
B. H. BUNN COMPANY Address __ 
7605 Vincennes Ave., Dept. OF-88 Chicago 20, Ill. 
Export Dept.: 10406 S. Western Ave., Chicago 43, Ill. 
For More Information Circle No. 362 


THe Orrice—August, 1958 





PLAN for 


6" high 
13° leng 
Wi -5 tbs 


ee 


Improved 


PRINT-0-MATIC 


Pe eo N13) 4: 
DUPLICATOR 


6 BIG EXCLUSIVE FEATURES 


® Knob-contro!l for cards 3” x 5” to 4" x 6" @ “Pro- 
fessional” copies at 2,000 per hour () Prints multiple 
colors with quickly replaced inexpensive drums (@ Con- 
stant-pressure feed and side-guide control assure one-at- 
a-time accurate registration @ Prints perfect impressions 
Rugged 
steel base, new Print-O-Bronze enamel, suction-cup feet, 
hardened stee! ball-bearing moving parts—compact size. 
Vdeak for 
every Church, Club Hotel, 
Library, Office, Restaurant, School or 
Store for Labels, Tags, Memos, 


Short Notices, etc 
ACTI DISP 
FREE TO thy fh 4k i 


All-new Electric 
Demonstrator — 
most powerful sales 
stimulator ever made. 
stops the eye 

shows the ‘ 


on thin or heavy stock, saves 60% on ink ©) 


Complete with 
supplies & cover 


$1995 


s FET 


Factory 


why” 
makes folks buy! 


ORDER YOUR MACHINES NOW! 
Use Either of These 2 Merchandising Plans 


ACTION DISPLAY ACTION DISPLAY 
plus ONE FREE plus 
Demonstrator Machine com- 250 envelope stuffers 
plete with supply kit imprinted 
500 imprinted envelope stuf- order for 
fers with initial order for Duplicators 

12 Model A-2G Duplicators 


(not 
with initial 
6 Model A-2G 


For More Information Circle No. 332 


Mnest dyes and waxes. They extra 
length, non-curling and have cut corners; 
made in a range of weights and finishes. 
Statesman ribbons are made from choice 
pima cotton and Write duplicating inks, 
for every make and model of machine, as 
well as ribbons of fine nylon and pure silk. 
Foil wrapped in reusable plastic boxes. 
For More Information Circle No. 175. 


are 


ACCOUNTS RECEIVABLE SYSTEM 


C. E. Sheppard Co., 4401 21st St., Long 
Island City 1, N. Y., makes a one-writing 
system for accounts receivable record 
keeping which provides savings in time and 
labor. When in conjunction with a 
dry process electric copying machine, it 
provides ready-to-mail statements in four 
seconds. One writing simultaneously 


used 


re- . 


cords each transaction on both ledger and 














journal, the two forms which comprise the 
system. Forms are aligned on a light- 
weight pegboard for precise registration. 
When a statement is desired, the ledger 
card is fed into the copying machine to 
produce an exact copy. The ledger card 
is designed to look like a statement. The 
system can be used without special train- 
ing and may be had with any one of a 
variety of journal sheets for nearly every 
business application. For More Informa- 
tion Circle No. 157. 
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NOW 
LEASE 


any Comptometer business § 
machine on a nationwide leas- § 
ing plan through Comptometer & 
offices. = 





Comptometer 
Comptograph “220M” Zz ; NEW . 
with new multiplication key— ooo 
more features than any other i 
10-key listing machine. Mail iia ~, 
coupon. a . j ) NEW 
: Customatic 
Key Control 





NOW...EVEN LOWER-cOST ) NEw 


Eye-ease Color 


FIGURING WITH THE NEW 


a ; = 
&> g 
Comptometer Commander |= © m Pto Me t or 


a posse in dictation. 
Lifetime Magnetic belt saves ry) 
far more than machine costs. © Ul Ss t © — tC I Cc 
Try it today, FREE. 

' ' WITH NEW SPEED-UP FEATURES 


COMPTOMETER CORPORATION = It’s the cost per calculation that counts! The Customatic Comptometer’s famous 
1724 WN. Paulina St, Chicago 22, II. EES features, augmented by new advancements, enable you to get more and better 


C) Arrange free office trial for work done, at still less cost. 
me on a 


D Send me literature on ©) New Customatic Key Control. instantly sets to individual touch. Built-in floating 


C) Comptometer Customatic Si action stops finger-fatigue. 
C2 Comptometer 4 i 

Comptograph “220M” New Instant Electric Clearance. Touch the bar—dials are instantaneously cleared. 
1 Comptometer ‘ ; 

Commander me New Eye-ease Colors—and all the other famous Comptometer features: Accuracy 


Key—insures complete registration; giant-size, easy-to-read numerals; Direct- 
Action Keys for speedy answers (no intermediate operations); and many others 
for greatest operating ease, economy and time-saving efficiency. 


Name_ 


Firm__ 





Let us prove this in your office FREE. 
Address. 


C Smptometer ( Sreeration / Ji... 
OI cnastticienent ° ‘ 


For More Information Circle No. 228 
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LETTERING INSTRUMENT 


Varigraph Co., Madison 1, Wis., makes 
a fill-in lettering templet which not only 
outlines perfectly formed letters but also 
fills in the letters. This reduces the time 
and cost of producing hand lettering. The 
templet has double engraved letter grooves. 
The outer groove is engraved deeper for 
outlining letters 
with a fine pen and 


"SScucte  NOF0! 


BALLPEN 


Hanover Pen Co., Hanover, Pa., makes 
the Silhouette disposable ballpoint pen in 
a wood case. It writes smoothly with non- 
smearing, permanent blue ink; red, green 
and black ink are also available. Retails 
at 19c. For More Information Circle No. 





a fine stylus. The 
inside groove is 
engraved — shallow 








for filling in the 














letters with a wide 


ll 








pen and a wide 
stylus. This is done 
faster than 

fill-ins with pen or 
brush. With a Vari- 
graph Lettering In- 
strument, anyone 


can do profession- 
al hand lettering 
after a little prac- 
tice. Letters from 
6 to 72-pt. can be 
produced from a 
single templet. 
Letters may be 
condensed or ex- 
tended to fit the 
desired area. Many 
popular lettering 
styles are avail- 
able. For descrip- 
tive literature, 
Circle No. 167. 





Nave es Heard About Automation 
for the Engineering Dept.? 


Filmsort 


Xe bs Aperture Cards 


The engineering department has its own automation sys- 
tem. The engineers call it automated documentation. 

The input is microfilm of engineering drawings. The 
running time is almost no time at all. The output is prints 
from electrostatic masters, 
lowest costs yet. 

For automated documentation, the engineers use a 
special card—the Filmsort aperture card. You can find 
out more about this new form of automation by asking 
for our booklet, 
Engineering Drawings and Allied Records.” 


The Filmsort Company 


Pearl River, New York 


vellums or sulphite at the 


The Filmsort Aperture Card for Your 


F MIEHLE-GC EXTER 








For More Information Circle No. 370 
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CALENDAR CLOCK 


Peter Pepper Products, Inc., Palos 
Verdes Estates, Calif., offers the Calendar 
Clock which indicates the time, day and 
month. Framed in walnut finished hard- 
wood, 18” x 56”, the calendar portion is 
baked beige enamel on steel with black 
numerals and red movable magnetic in- background. With battery operated clock, 
dicator rings. The 10”-diameter clock in list price is $89.50; with eight-day clock, 
red (or blue) has white peg hour markers $79.50. For More Information Circle No. 
and brass hands, on a textured burlap’ 114. 


® Many morning minutes that are now 


wasted waiting for the office mail to be 


opened and distributed . . . can be saved 
by the fast action of a PB MailOpener. 
I 


® Quickly, safely, it trims a hairline 
edge off every envelope, large. small. 
thick, or thin... leaves contents 
unharmed. Opens mail much faster 
than a gal with a dagger. Everyone gets 
1 jump on the job, a good head start 


on the day’s work. 


» Three models. h ind Oo! elec tric, tor 
any office, large or very small. 

e Free Trial: The nearest PB office 
will gladly arrange for a free trial in 
your office. Phone, or write for a free 
illustrated booklet. 

FREE: Send for handy desk or wall chart of 
latest postal rates, with parcel post map 
and zone finder 


on 


= PITNEY-BOWES 


MAILOPENER 


wee §=PrirNey-Bowes, INC. 
" 3471 Walnut Street, Stamford, Conn. 


originator of the postage meter 
offices in 107 cities in U.S. and Canada 


For More Information Circle No. 329 
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CARD TRAYS 


La Jolla Industries, Inc., 4606 Santa Fe 
St., San Diego 9, Calif., announces alumi- 
num file trays for 5” x 3” cards in capaci- 
ties of 6”, 9”, 12”, 18” and 24”. The trays 
are golden anodized aluminum of great 


strength and follower blocks are high im- 
pact, black styrene plastic. Design of the 
follower block permits the cards to remain 
apart at any desired point in the file. 
Trays fit standard desk drawers where they 
can be used without removal. For More 
Information Circle No. 129. 


PULL FASTENERS 
Schlegel Mfg. Co., Dept. P-F, 1555 Jef- 
ferson Road, Rochester 7, N. Y., makes 
pull fasteners consisting of a narrow pink 


cloth tape with a tiny metal slide for tying 
bundles of documents, drawings, papers 
and cancelled checks for filing or storage. 
A quick pull on one end of the tape and 
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You Get Things Done With 
Boardmaster Visual Control 





yx Gives Graphic Picture of Your Operations 
—Spotlighted by Color 
Facts at a glance — Saves Time, 
Money, Prevents Errors 
¢ Simple to operate — Type or Write on 
Cards, Snap in Grooves 
Ideal for Production, 
Scheduling, Sales, Etc. 
Made of Metal. Compact and Attractive. 
Over 250,000 in Use 


Complete price $4gso including cards 


| FREE | 2+°Ace B00KteT No. F-400 
Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street © New York 36, N. Y. 


For More Information Circle No. 342 


3 PHONE PROBLEMS 


SOLVED — 
Safeguarding privacy. 
2 Quieting the office. 
3. Better hearing—noisy places. 


HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
New York 16 


Saves 


Traffic, 


Inventory, 














For More Information Circle No. 343 
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ATLAS 


VERTICAL FILING 


SYSTEMS 


FAST 
EFFICIENT 
ECONOMICAL 
SAFE 


NEGATIVES + OFFSET PLATES 
STENCILS + SKETCHES 
ARTWORK + MASTERS 

X-RAYS 


ATLAS CABINETS 
Complete line of models for neg- 
atives, plates, stencils, etc. up to 
21” wide. Capacities up to 1,400 
pieces. Wide range of sizes up to 
26” wide, 52” high, 28” deep. 


ATLAS HANGERS 
Over 20 types and sizes, a com- 
plete patented line. Lug, spring- 
clip and envelope types to fit 
every need. 


At Quality Equipment Dealers Everywhere—Special- 
ized Model at Addressograph-Multigraph Agencies 


Write for Complete Catalog 


ATLAS = 


STENCIL FILES CORP. 
16716 Westfield Ave., Cleveland 10, Ohio 














For More Information Circle No. 347 
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the bundle is tightly bound so that it can- 
not slip. To loosen, simply pull the other 
end. These pull fasteners are many times 
faster than ordinary tapes, and do not dry 
out or break. The pink 14”-wide tapes are 
available in 14 sizes from 6” to 54” long. 
Packaged for convenience in use and han- 
dling, they are economical and may be 
used over and over again. The woven 
selvage tape will not fray. For free sam- 
ple and prices, Circle No. 110. 


PAPER CUTTER 


Craftsmen Machinery Co., 75 W. Ded- 
ham St., Boston, Mass., makes the Crafts- 
men 19%” Lever Paper Cutter which a 
girl can operate with safety and minimum 
effort. Back gauge moves the full table 
length with less than two turns of the 
large, convenient hand wheel. Back gauge 


and clamp interlock so that minimum cut 
behind knife is only %2” (maximum cut 
behind knife is 24”). Back gauge locks in 
exact position for long cutting periods. It 
will cut up to 2’2” of paper and has two- 
handed safety device. Optional equipment 
includes illuminated magnified steel tape 
and steel stand containing waste recep- 
tacle. For More Information Circle No. 
131. 
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which is adaptable to hold single sheets or 
large books. In addition to its regular 
line guide, it has a Bookline Guide which 
fits any size book or page and curves with 
the book’s pages. Constructed of. steel, 
this copyholder also holds steno books, file 
cards, etc., and costs only $10.55. An 
attachment for copying large columnar 
sheets is $6.25. For illustrated literature, 
Circle No. 140. 


INTEREST CALCULATOR 

Melcar Office & Business Equipment, 
480 Canal St., New York 13, N. Y., an- 
nounces an Interest Calculator which gives, 
at a glance, the interest on any amount 
from $10 to $3,000,000, to the third deci- 
mal. It is graduated in increments of 
44%, ranging from 3% to 834%, with 
the amounts for periods of one year, one 


COPYHOLDER month and one day. Convenient pocket 

Standard Sales & Distributing Co., 3532 size, 4%” x 11”, made of lifetime vinyl 
Fletcher Drive, Los Angeles 65, Calif., plastic. Figures can be set and read in- 
offers the Supreme Folding Copyholder  stantaneously and they are guaranteed 


eT nique ! 


Dieh! Calculating Machines have established a 
reputation for quality, efficiency and value for money 


in more than 60 countries of the world 
Now we have pleasure in announcing revolutionary new 
»ments in the field of Calculating Machines 


Models EvMS and DSR have storage facilities with 


exclusive transfer to and from the storage register 


Models DR and DSR incorporate a back transfer to 
the keyboard and other exclusive features which 
make it possible to do complicated problems in 


one continuous operation 


There i no comyrariLoy wit Liehl_ 


DIEHL RECHENMASCHINENFABRIK - NURNBERG - STEPHANSTRASSE 49 


For More Information Circle No, 339 
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accurate. Contains a Bankers’ Time Table CHART FOLDER 
chart showing maturity dates and a Bank- Benson-Lehner Corp., 11930 W. Olym- 
ers’ Acceptance Table. The Interest Cal- pic Blvd., Los Angeles 64, Calif., an- 


MORTON'S TEREST CALCaToR 


culator is $5 each postpaid on a 10-day nounces the Rollafold machine for the 
money-back guarantee. For More In- accordion folding of long strips of paper 
formation Circle No. 116. such as recording charts. Machine folds 


CONVERTING TO VERTICAL SHELF FILING? 


get stability, get style, get VERTI-FILE 


patent pending 


HERE'S WHY VERTI-FILE IS TODAY’S BEST BUY: Verti-File is better built; 
it’s built by DeLuxe, one of the world’s leading manufacturers of 
boltless shelving. All Verti-File shelves are tie shelves for maximum 
stability . . . free standing. Shelves are adjustable without tools on 
1” vertical centers . . . each shelf has 5 dividers. 

Verti-File is better looking . . . DeLuxe craftsmanship gives it a 
custom look. Verti-File comes complete with full depth finished 
end panels and cornice type top with projecting cap. Everything’s 
included in one price. Want more information? 

Phone your DeLuxe dealer. He’s in the yellow 

pages under Shelving, or write for Catalog V-416. 


DELUXE METAL FURNITURE CO. - Warren (8, Pa. 


A Division of Royal Metal Manufacturing Company 


TO! | Tau} U |x | Ee 


For More Information Circle No. 331 
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five to ten times faster than by hand and 
more accurately. Charts can be read and 
analyzed by turning pages as a book, and 
may be filed in folders, bound or mailed 
flat. Machine is quiet in operation and any- 
one can use it for charts or other paper 
up to 16” wide. Folds can be spaced from 
64%" to 12%” apart. It makes approxi- 
mately one fold a second. Larger models 
available on special order. For More 
Information Circle No. 163. 


RIBBON & CARBON TESTER 


F. Simonye, Mt. Airy & Harbourton 
Road, Lambertville, N. J., makes an im- 
proved electric testing machine for inked 
ribbons and carbon paper. Machine's 
speed is adjustable from 25 to 100 im- 
pressions a minute. A tension control pro- 


vides for heavier or lighter impressions 
Powered by a 176-hp universal motor. All 
controls are within easy reach and ma- 
chine can be stopped within a fraction of 
an inch. Priced at $365 f.o.b. factory 
(10° higher abroad) plus crating and in- 
surance. For More Information Circle 
No. 142. 


TYPEWRITER STAND 


Marshallan Mfg. Co., 1061 West 11th 
St., Cleveland 13, Ohio, makes the No. 
216 Marshallan Typewriter Table with a 
top 1334” deep, and tapered from 39” at 
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e Sturdy 
All-Metal 
Construction 


STAND-BY THE VERY BEST VALUF 

IN COPYHOLDERS 

@ Patented Knee-Action orepers: 
Hold All Copy Securely we e Rubber Feet 
Prevent 
“Creeping” 


teowsl2 4 





Mn Sih re felt), ciiee) ite) 7 -aale), | 
} + Corbons * Ribbons 
+ Cable CURTYOUNE 


For More Information Circle No. 344 


NIPPO 
CHECK WRITER 


Indelibly prints 


Copyholders « Duplcoting Supple 


10 W 18 Street New York 1) NY 

















For More Information Circle No. EG 


BOTTOM LINE 
CARD HOLDER 


Controlled Front 
Feed Stop Gives 
Precision 
Alignment 


For fast, accurate 

typing of bottom 

line index on all 
visible cards 


10 Card Sizes — $2.00 to $2.45 
PALSON MFG. CO. 


280 Main St., Worcester 2, Mass 
For More Information Circle No. 333 


HIGHEST 
QUALITY 
PRODUCTS 


CASHERE CORPORATION 


Successor to International Cash Register & Parts Co. 


Mt. Prospect, Ill. 


207 E. Evergreen Ave., 


For More Information Circle No. 346 
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Speed Your 
Mail Distribution 
with NEW 


Mail-Kwik 


SORT, DISTRIBUTE, COLLECT 
MAIL in less time! New LeFebure 
MailKwik System promptly dis- 
patches all incoming, outgoing and 
inter-office mail without delay and 
error. Deliveries and pickups 
made in one continuous cycle. 
MailKwik is built with shelves 
and compartments to your specific 
needs. Choice of 12 finishes. For 
complete information, write the 
LEFEBURE CORPORATION, Dept. P, 
Cedar Rapids, Iowa. 


operating ideas ond equipment 
for every office 


Representatives in Most Principal Cities of America 


For More Information Circle No, 330 





the rear to 23” at the front. The two con- 
toured folding bring the work 
nearer to the operator. The table stands 


leay es 


27” high on its casters, is finished in gray 
enamel and retails at only $5.95. For More 
Information Circle No. 197. 


VERTICAL FILES 


Bentson Mfg. Co., 663 Highland Ave., 
Aurora, Ill., makes the Highlander 700 
line of low priced steel filing cabinets in 
two, three, four and five drawer letter and 
legal sizes, with or without thumb latches 
and locks, and in five exterior enamels: 


OK Set 7 
oe. #,* : 
OR 0,° & 
PRS 
OR 


7 


desert sage, gray, olive green, mist green, 
and yucca green. Inserts for 6” x 4” and 
5” x 3” cards, and checks, are available. 
The Highlander 700 cabinets are rigidly 
built. All drawers operate on full cradle 
suspension with ten steel rollers, four of 
which are ball bearing type. For illustrated 
brochure and accompanying price list, 
Circle No. 179. 
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Prove it to yourself!!! 


Duplisette ads 


SECOND- SHEET a / 
CARBON SETS 


for all typewritten carbon copies 


— quick, clean, easy! Act 
on this free sample offer 
—once you've used time- 
and-money-saving Dupli- 
settes you'll never go 
back to the old-fashioned 
loose carbon method! 
Size 84% x 11 in white, 
canary, pink, blue & 
green 


Send for FREE 
SAMPLES—today! 
‘DISTRIBUTORSHIPS AVAILABLE 








CARTERET PRINTING COMPANY 


460 CANAL ST., NEW YORK 13, N. ¥. * WOrth 6-1454 
For More Information Circle No. 273 
NT RR OR RE SEE 
ELIMINATE COSTLY, TIME- 
CONSUMING "FARMING OUT"! 


Anyone can operate a PIONEER PAPER DRILL. A 
production machine with such quick set-up that 
short runs are a special delight. The small invest- 
ment is soon repaid and then goes on making money 
for you instead of someone else. You pay for a 
PIONEER whether you buy one or not. Accessories 
for cornering, slotting and slitting. Send for litera 


ture today 


1130 NEBRASKA TOLEDO 7, OHIO 
a 
For More Information Circle No, 274 
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For Building Business » didiiieiien alee 


¢ BINDERS 
e FOLDERS 
e PRESENTATIONS 


JUST PUBLISHED - 116 page cotolog 
for every business need YOURS FREE 


Write Today 
ELBE FILE & BINDER CO., INC. 


FALL RIVER MASSACHUSETTS 
411)-FOURTH AVE 


ONE OF AMERICA’S (ARGEST MANUFACTURERS OF LOOSELEAF PRODUCTS 


Dept. O-7 


For More Information Circle No. 275 


ITS VISIBLE 


MODEL 41C 
CARBON COPIES 
NUMBERING 
MACHINE 
Will make up to 
12 good carbon 

copies. 
WRITE FOR 
DETAILS 


AMERICAN NUMBERING MACHINE CO. 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
BRANCH—105 W. MADISON ST., CHICAGO 2, ILL 


For More Information Circle No. 








The Influence of Air 


Airkem, Inc., 241 East 44th St., New 
York 17, N. Y., has published a booklet, 
“Is Air Hurting Your Business?” which 
describes the influences that bad air can 
have. It describes the odor characteristics 
of bad air and suggests several techniques 
to control these odors. It states that sev- 
eral mistaken concepts of odor elimination 
are widely practiced. For the booklet, 
Circle No. 188. 


Paper Joggers 

Syntron Co., 715 Lexington Ave., 
Homer City, Pa., has published an illus- 
trated catalog of pulsating-magnet Vibrat 
ing Paper Joggers. It contains complete 
descriptions, data and specifications of 
three styles of joggers in ten standard 
models, with vibrating table sizes ranging 
from 7” x 10” to 28” x 40”. For a copy, 
Circle No. 187. 


Paper & Paper Products 

Bienfang Paper Co., Metuchen, N. J., 
offers its first complete catalog of several 
hundreds of papers and paper products. 
The 100-page, spiral bound book is de- 
signed for ready reference under three in- 
dexes, listing items by number, type and 
brand name. Each product is illustrated 
and its characteristics and applications de- 
scribed. Also shown are all available 
standard sizes, list prices, form (sheets, 
pads or rolls) and shipping weights. The 
catalog will be useful to engineering and 
drafting departments, ad agencies, adver- 
tising departments, art studios, sign and 
display shops, schools, printers. For a 
copy, Circle No. 191. 
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Storage Files 
Diebold, .Inc., Canton 2, Ohio, has pub- 
lished a 16-page catalog covering their 
comprehensive line of Steel Storage Files 
which provide increased storage room ca- 
pacity; a locking feature which eliminates 
the need for shelving, bracing or assembly 
tools; lifetime service because of all steel 
construction; and increased efficiency be- 
cause records can be stored according to 
uniform filing procedure. Before and afte 





photographs demonstrate how use of Die 
bold Storage Files has modernized record 
storage for many companies. A section is 
devoted to Diebold Steel Tab Files which 
are available in one and two drawer styles, 
in self-stacking trays and box storage units. 
Another section explains their record stor- 
age planning service through which Die- 
bold shows companies how to make the 
most efficient use of present storage space 
and how to maintain a scientific record 
destruction and retention program. For 
this catalog, Circle No. 192. 


Pegboard & Strip Accounting 
C. E 
Island City 1, 
sections on its extensive line of pegboard 


Sheppard Co., 4401 21st St., Long 
N. Y., offers eight catalog 
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BETTER 


PAPERS 


Craftsmanship and Cotton Fiber Make the Obvious 
Difference in WESTON BOND 


Character that catches the eye... a 


crisp, convincing feel that commands at- 
tention sparkling brightness that 
makes your letters stand out—these are 
good qualities to have in your company 
letterhead. 

In WESTON BOND you get them to 
the highest degree WESTON 
BOND is made with cotton fiber, nature’s 


because 


finest papermaking material. 


Ask your use WESTON 


BOND on your next lot of lettterheads. 


printer to 


He has it in white, colors, white opaque, 
litho finish and envelopes to match. Or 
write for a sample book and make your 


Address Dept. OF. 


own comparison, 


BYRON WESTON COMPANY 
DALTON, MASSACHUSETTS 


Makers of Papers for Business Records Since 1863 
[ 


WESTON BOND 


Cotton Fiber Quality Letterhead Paper 


For More Information Circle No. 367 
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M-8200 
with the 
tuaury lorge seot 


creates 


a great clerical posture chair 

This ts the peerless ture chair, a triumph 
Of METAL-LUX design and craftsmanship. Incorpo- 
rates MILWAUKEE S$ except nai postu comiort 
advantages coupled wit! large seat. Fea- 
tures a virtually i ¢ al | frame and 
base, stainless steel scuff plates, a superior spring 
unit seat, cushioned hinged back rest, tilting back 
support, and velvet-silent service. Unquestionably 
the finest clerical posture chair available in metal 


Write for the complete profit details covering the 
METAL-LUX Model M-8200 Clerical Posture Chair 


MILWAUKEE METAL FURNITURE COMPANY 


101 N. Compbell Ave., Chicege 12, Miinois 


For More Information Circle No. 318 
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and strip accounting systems. Individual 
sections are available on payroll systems, 
accounts receivable systems, accounts pay- 
able systems, peg-strip data processing sys- 
tems, time payment insurance 
agency system, doctor’s systems and hos- 
pital systems. Mention 


and Circle No. 186. 


systems, 


catalogs desired 


Plastics Products 
Delta Products. 1400 Henderson, Fort 
Worth 1, Texas, has colorful 
brochure of New Shapes In Plastics. Prod- 


released a 


ucts produced by vacuum, vacuum snap 


back, drape and stretch forming are pic 
tured showing versatility 


possible with a 
variety of plastic materials. For a copy, 


Circle No. 190. 


SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Write for Circular 
and Prices 


CAN-PRO Oyen. 


= 32 ft Mewniams oT 
i — 


FOND OY LAC wis 


For More Information Circle No. 317 
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Automatic Data Preparation 

Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
N. Y., describes automatic methods for the 
preparation of data, in a manual, “Graphi- 
cal Presentation with the Univac 120 
Punched Card Electronic Computer.” Not 
only does graphical presentation help to 
observe trends and variations in a particu- 
lar set of data, but it allows you to spot, 
at a glance, any discrepancy between de- 
sired results and computed results. When 
costs are shared jointly by accounting and 
engineering, the smaller business can better 
justify the expense of a computer system. 
Accounting data, as well as research and 
manufacturing data, benefit from graphic 
presentation. For this manual U-1471, 
Circle No. 183. 


Library Shelving 
Warren 18, 
illustrates li- 


color. Color 
standard Plastelle 


Deluxe Metal Furniture Co., 
Pa., offers a bulletin which 
brary installations in full 
swatches of the four 


enamel finishes (sandalwood, mist 
green, canyon coral and office gray) also 
are shown. Other colors are available to 
customer specifications. The catalog de- 
scribes open type and closed back library 
shelving, counter-height shelving and 
smaller bookcases for office, reception 
room or home use. Deluxe shelving has 
boltless shelf brackets, bin type uprights 
and cornice tops. Complete ordering in- 
formation is included in the new Catalog 
No. 504. For a copy, Circle No. 185. 


baked 


Paper Cutters 


Challenge Machinery Co., Grand 
Haven, Mich., offers an 8-page booklet 
covering the latest Challenge Power and 
Lever Paper Cutters in sizes 19” through 
30”. Included is complete descriptive in- 
formation on the features of ten different 
models with a handy comparison chart. 
Also information on such as 
split back gauges and false plate clamps. 
For the booklet, Circle No. 184. 


accessories 





ONE-TIME Carbon Forms 


Increase Efficiency, Reduce Costs 


— 


Sold through our Dealers only... 


—— DEALERS: Liberal Discounts — Delivery you can depend 
———~ on. All forms carry YOUR imprint. No inventory, equip- 








ment, shipping or warehouse cests. Write TODAY to 
New Dealer, Dept. 1, 1600 E 26th St,, Little Rock, Ark. 














INTERNATIONAL BUSINESS FORMS 
NcCOR PORATED 


1600 E 


26TM STREET 


LITTLE ROCK, ARKANSAS 








For Your Annual 


ptt ROLLER CHANGE 


Insist on a 
"Futuristic" 
5-Star Platen 


for 
= en Best Results 


oot 
Manufactured and Distributed to 

Office Machine Dealers by 
AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 











For More Information Circle No. 304 
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MANUFACTURERS OF DURALUMINUM 


HOLDERS snort 


MANY 
STYLES 


MFG. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE 


For More Information Circle No. 





NABAC Elects Price 

Franklin D. Price 
elected presi- 
dent of the National 
Assn. of Bank Audi- 
tors & Controllers. 
Mr. Price is. vice 
president of the 
Texas National Bank 

in Houston. 
Malcolm H. Gib- 
vice president 
and cashier, Citizens 
Bank of Sheboygan, Wis., was elected 
Ist vice president; Arthur C. Suhrbier, 
assistant auditor, Continental Illinois Na- 
tional Bank & Trust Co. of Chicago, was 
elected 2nd vice president: and Donald J. 
McDonald, auditor, Northern Trust Co., 

Chicago, was reelected treasurer. 


was 


Franklin D. Price son, 


Mail Sorting Machines for P.O. 
A $1,500,000 Office 


research and de- 


Post 


extensive 


Department 
contract for 
velopment of automatic letter sorting 
machines announced last month by 
Pitney-Bowes, Inc. A $1,200,000 contract 
went to Burroughs Corp. to build and 
install, from design concepts of the Na- 
tional Bureau of Standards and Rabinow 
Engineering Co., ten mail ma- 
chines, the first scheduled for installation 
in Detroit August. Pitney-Bowes’ 
contract calls for the design, development 
and production of two manufacturing 
prototypes of single, modular, letter sort- 
ing machine units capable of handling 
vast quantities of mail. PB will also do 
work in the field of coded 
fully automated Burroughs’ ma 


was 


sorting 


next 


addresses for 


sorting. 
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chines, each having up to 12 keyboards, 
will sort 3000 letters per hour per key- 
board to 300 different destinations. 


Biggest NMAA Conference 


0% ste: 


The seventh an- 
nual conference of 
the National Ma- 
chine Accountants 
Assn. in Atlantic 
City last month 
proved to be the 
best attended and 
the most worth 
while in session ac- 
tivity in the 
tively short life of 
this enthusiastic group. Attendance ex- 
1500 and 40 exhibitors displayed 
a wide variety of processing and 
other systems producis. Lester E. Hill, 
San Diego, was elected president. D. B. 
Paquin, Chicago, was elected executive 
vice president. The 1959 NMAA conven- 
tion is scheduled for St. Louts. 


rela- 


Lester E. Hill 


ceeded 
data 


Federal Accountants Elect 

Harry J. Trainor, assistant commis- 
sioner, Internal Revenue Service, was 
elected national president of the Federal 
Government Accountants Assn. Vice pres- 
idents are Emmett S. Clifford, Matson 
Navigation Co., San Francisco; Joseph 
G. Barkan, Maritime Administration, 
New York; and Paul L. Appleman, Civil 
Service Commission, Washington. 


Win Accountant Awards 


John H. Kempster, staff 
the controller of Dennison 
Framingham, Mass., 


assistant to 
Mfg. Co., 


won the Lybrand 
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SCOTCH 810 Magic Mending Tape 
holds and repairs invisibly! 


MENDS LIKE MAGIC! That’s new “ScoTcH” 
810 Magic Mending Tape —actually dis- 
appears on contact with paper, does a per- 
manent repair job, too. “ScorcH” Brand 
never curls, discolors or bleeds adhesives 

stays crystal-clear and pliable indefinitely. 
And you can write on it with pen, pencil 


or typewriter! Try a few rolls soon. 


Miwwesora (ffinine ano (\ffanuracturinc company 4 
MY 
... WHERE RESEARCH IS THE KEY TO TOMORROW SS y 
S35 age yr 
For More Information Circle No. 230 
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Ask your dealer to demonstrate the Kenro “‘vertical 18”’ 


camera—he can show you how to save money! 





\ | 


this 
versatile 
camera 
will do 
all this... 


MAKE LINE AND HALFTONE NEGATIVES 
—up to 14” x 18”. Enlarges to 3X, 
reduces to % size with standard Goerz 
lens. Uses counters and micro « 

for precise focusing and sizir 
Exposure controlled by automatic 
reset timer 


MAKE ONE SHOT, RIGHT READING 
PHOTOCOPIES —new Prismatic Head 
eliminates need for a negative inter- 
mediate. Gives black on white or 
white on black reproduction of type, 
drawings, layouts, photographs, 
enlarged up to 4X, reduced to ' size 
Makes screened type in one shot 


MAKE XEROGRAPHIC EXPOSURES 
adjustable xerographic head 

fast, easy exposures with uniform 
gripper margins. Takes standard 
10” x 15” xerographic plate holder 


XEROGRAPHIC HEAD 


The Kenro “Vertical 18” Camera is 
compact, precise, easy to 
Standard model comes complete wit! 
Goerz lens, lights and film head, ready 
for use inside or outside the darkroom 
Available through leading 
arts and office equipment 


operate 


graphic 
dealers 


literature and name 


Write for 


nearest demonstrator deals 


KENRO GRAPHICS, INC. 25 Commerce St., _— Chatham, N.J 


For More Information Circle No. 
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Award gold medal for his paper, “Eco 
nomic Yardsticks in Management Re- 
ports.” The’ medal is awarded each year 
by the National Assn. of Accountants for 
the most outstanding contribution to 
accounting literature. The silver medal 
was won by Arthur S. Wells Jr. of Ten- 
nessee Eastman Co., a division of East- 
man Kodak Co., Kingsport, Tenn. His 
paper was, “Economic Analysis for Bet- 
ter Investment Decisions.” 


Five-Minute Forms Check 


Take a typical completed form, count 
one unit for each typewriter stroke and 
horizontal space; two for shifting (from 
capitals to lower case or vice versa); 
three for operating vertical space lever; 
five for each tabular stop and carriage 
return; and 12 for each hand positioning 
of typewriter carriage. If the units total 
more than twice the number of type- 
writer keystrokes, the form probably 
should be redesigned, says D. G. Hoff- 
mann, manager of sales services for Uarco, 
Inc. A high count indicates typists spend 
too much time adjusting typewriter car- 
Redesign can save from 15% to 
25% in time without an increase in typist’s 
typing speed, 


riage 


Univac Users Conference 

Remington Rand Univac 
Conference will meet in Boston, 
Oct. 20-21. All users of Remington Rand 
Univac I and II computer systems will 
be invited to the John Hancock Mutual 
Life Insurance Co., the first company to 
use a Univac II system. Univac I and Il 
system users, not on the conference mail- 
ing list, may write to R. M. Petersen, 
secretary, Univac Users Conference, Gen- 
eral Electric Co., Appliance Park, AP 
1-109, Louisville, Ky. 


The next 


Users 


Manpower Marketing Services 


Formation of a division to provide 
advertising and marketing execu 
tives with a merchandising service pack 


age representing a total 


sales, 


marketing con 
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cept, was announced by Aaron Schein- 
feld, chairman of the board of Man- 
power, Inc. Utilizing its 150 offices in the 
U. S., Canada and abroad, the firm offers 
a complete range of services in 15 mer- 
chandising areas. The 
signed to increase sales and distribution, 
cut marketing support national 
promotions at the local level and elimi- 
nate trouble and error in promotions; 
with no permanent commitment for per- 
sonnel, office space, furniture or equip- 
ment. Customers can utilize the services 
when they are needed, for as long as 
they are needed. James D. Scheinfeld, 
Manpower vice president in charge of 
sales, heads the new division. 


services are de- 


costs, 


Data Processing institute 


Evaluation of current developments 
and experience reports in automatic data 
processing will be featured at American 
University’s Fifth Institute on Electronics 
in Management to be held Nov. 3-7 in 
Washington, D.C. Information from 
Lowell H. Hattery, director, Institute on 
Electronics in Management, American 
University, 1901 F St., N.W., Washing- 
ton 6, D.C. 


Up-To-Date Microfilm Standards 

Revised American Standard Specifica- 
tions for microfilm, motion picture film, 
roll and sheet films for permanent black- 
and-white records have been published by 
American Standards Assn., 70 East 45th 
St.. New York 17. Designated PHI- 
28-1957, 50c a copy. 


Evening Automation Course in N. Y. 


A 14-week graduate course examining 
“Automation as a Tool of Management,” 
will begin Sept. 18 at New York City 
College's Baruch School, it was announced 
by Dr. Jerome B. Cohen, dean 
in charge of graduate studies. Registration 
information and course schedules may be 
obtained from the Graduate Division, 
CCNY Baruch School, 17 Lexington Ave., 
New York 10 


assistant 





MANUAL 

OF 

OFFICE 
REPRODUCTION 


& 
REPRODUCTION PROCESSES ws 
SYSTEMS DUPLICATING 
IMPRINTING METHODS 


OFFICE PUBLICATIONS, INC. 
232 Madison Ave., New York 16, N. Y. 


Please send me .. 


162 


copies of the MANUAL OF OFFICE REPRODUCTION 
ot $3.25 a copy. [] !| enclose remittance. [) Send invoice. 


Describes all office reproduction and 
duplicating processes. Time-saving charts 
show at a glance which process to use 
for best results in any situation. Tells how 
to make the most economical use of 
whatever duplicating machines an office 
may now have—how to combine the ad- 
vantages of one process with those of 
another to save time and money. Also 
tells when not to use certain methods. 


Includes: 


CARBON PAPER, 
SUBSTITUTES FOR CARBON PAPER, 
GELATIN HECTOGRAPH DUPLICATING, 
FLUID DUPLICATING, 
STENCIL DUPLICATING, 
RELIEF DUPLICATING AND PRINTING, 
OFFSET DUPLICATING, 
PHOTOGRAPHY (CAMERA), 
CONTACT PHOTOCOPY, 
CONTACT PRINTING 

(TRANSLUCENT MASTER), 
FACSIMILE MASTER PREPARATION, 
AUTOMATIC TYPEWRITERS, 
AUTOMATIC DATA PROCESSING, 
COMMUNICATION TRANSMISSION, 
FACSIMILE TRANSMISSION, 
PUNCHED CARD DATA TRANSMISSION, 
IMPRESSION STAMPS, 
ADDRESSING METHODS, 
TABULATING MACHINES, 
SIGNATURE MACHINES, 
OTHER IMPRINTING MACHINES, 
BINDING AND FINISHING EQUIPMENT, 


Over 200 pages of helpful information, 
and illustrations (including 100 pages of 
advertising by duplicator manufacturers, 
with Buyer's Guide index). 
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75 Years of Business 


Systems Development 





pom DEVELOPMENT of business 
systems and controls in the past 
75 years is described in a book pub- 
lished by Moore Business Forms Inc. 
Written as a company history, The 
‘ Moore Story describes changes in meth- 
ods from the days of hand copying to 
today’s automated data processing. 
“One writing can serve two or more 
purposes through the carbon 
paper,” is the basic principle upon which 
Moore developed many methods in its 
growth from a small salesbook company 
into the 


use of 


world’s manufacturer 
of multiple 1882, 
Samuel J. introduced in Tor- 
onto the duplicating salesbook in which 
a single sheet of 


largest 
copy forms. In 


Moore 


inserted 
between two pages. With one writing, a 
clerk prepared sales records for both 
store proprietor customer. Con- 
secutive numbering of slips provided a 
means to audit each 
management to 


carbon was 


and 
sale and enabled 
verify that all the 
money collected by clerks reached the 
till. The merchant’s copy also supplied 
a record of credit sales for billing 
charge account customers. 

As business grew in size and 
plexity, the multiple copy 
spread to other industries. Carbon copy 
forms were integrated into procedures 


in many 


com- 


principle 


ways. Moore inventions con- 


tributing to this development included 
the continuous interfolded form which 
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NO MORE 
CLUMSY 


.NO MORE 
MESSY 
SPONGES... 


The invisible fingertip magic for 


HANDLING 
PAPERS 
FASTER! 


Easy to Use! Just apply to fingertips for 
greaseless, stainless, tacky film. Pick 
up papers quickly, easily. Speed of 
paper handling limited only by dex- 
terity of operator. 


Non-Allergic! Recommended by derma- 
tologists. Eliminates irritating rub- 
ber fingers and unsanitary sponges. 
Long lasting. Washes off easily. 


Widely Used! Thousands of businesses are 
finding SORTKWIK an essential 
aid to speed up sorting, counting, 
filing, posting. 


Try it and see why. You'll never be without it. 
send 


At your stationer or 
! for TRIAL 
IFFER of two reuu- 
ur sise containers 


Only 50c each — 
LEE PRODUCTS COMPANY 


Dep't. O-8, 2736 Lyndale Av. S, Minneapolis 8 
Minnesota 
For More Information Circle No. 391 
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MODERN 
DESIGN 

TYPING 
TABLE 


ONLY $595 RETAIL 


(LIBERAL DISCOUNTS TO DEALERS) 


Only modern design ‘'Contoured To Fit You' 
typing table on the market today. Sturdy, 
patented drop leaf table in grey enamel. 
Casters. 39°° x 15°° open x 27" high. 
Individually boxed, k.d., wt, 12 Ibs. 


ORDER TODAY FOR BACK-TO-SCHOOL 
PROMOTIONS. PROMPT DELIVERIES. 


SALESMEN! Write for choice territory availabilities 


MARSHALLAN MFG. CO. 


1061 W. 11 ST., CLEVELAND 13, OHIO 


Reg. U.S. 
Pat. Off. 














For More Information Circle No. 372 


RITE-LINE copyvuoiper 


TAKES COPY UP TO 20” 
@ PROMOTES ACCURACY «HOLDS NOTEBOOK 
@ INCREASES PRODUCTION «FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 





e SAVES EYESTRAIN 


Send for FREE Booklet describing RITE-LINE COPYHOLDER 


RITE-LINE CORPORATION 
4209 39th St. N. W., Washington 16, D. C 


For More Information Circle No. 334 
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PRODUCTIVE MINUTES 


FArH HOT 


iD 
: 
; 


with Carbon Second Sheets in the 
NEW FLIP OUT DISPENSER BOX! 


Time spent gathering carbons and 
sheets is eliminated to make better 
copies with half the effort. 

Write for FREE samples Dept. O. 


TJ] ROGERSNAP 


BUSINESS FORMS 
P. O. BOX 10425 DALLAS 7, TEXAS 
For More Information Circle No. 335 





Substantially Reduces 
NOISE 


of Keyboard Graphoty pes 


oe 


SOUNTROL Noise Reducing Hoods, the re- 
sult of many years' research by acoustic 
engineers, protect workers from tiring 
noise—increase production and work ac- 
curacy. Your Graphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved SOUNTROL Noise’ Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
75 Maiden Lane, New York 7, N.Y. 











For More Information Circle No. 336 
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replaced form rolls on sales registers 
and office machines, the fanfold form, 
and the snap-apart Speediset form. A 
Moore Coast 
using 


Pacific subsidiary began 
carbon in 


forms early in 1925. 


one-time continuous 


Mr. Moore sought a sales force 


grounded in fundamental business pro- 
cedures, capable of planning systems 
as well as selling. His young company 
pioneered principles which helped to 
control the expansion of many enter- 
prises. In addition to the multiple copy 
idea, another principle was, “Every in- 
dividual must make a record of each 
transaction at the time it takes place. 
The individual cannot be depended upon 
to write up at a later time a record 
of what he remembers.” 

The company’s 


systems knowledge 


IF OFFICE GIRLS 
HAD EIGHT ARMS 


They'd Be As Fast 
and Versatile 


AS THE NEW 


proved valuable in the period of clerical 
shortages following World War II when 
office automation and data processing 
were catching fire among management 
and systems personnel. Moore salesmen 
cooperated with business machine man- 
ufacturers to provide complete installa- 
tions and developed system applications 
for new automatic machines. 

Business systems of the future, the 
book 


carry instructions to data processing ma- 


predicts, will use forms which 


chines. These instructions may be 
printed with magnetic or electricity con- 
ducting ink and will include numbers 
which 


Equipment now senses figures printed 


can be sensed by machines. 
in magnetic ink on travelers’ checks and 
automatically processes the checks with- 


out clerical handling. 


Fast and versatile, the new Amfile® Sort-All 


lets you sort anything for Filing—Posting—Mailing 


—Distributing, etc. 


Sorts alphabetically from A-Z—by 


Month, Day or Date or any combination, Numerically by 5's or 


100's and singles. Sturdy pressboard with plastic tabs—assures long life. 


DON'T BE "OUT OF SORTS" — SORT YOUR 
PAPERS THIS EASY WAY! 


AMBERG FILE & INDEX COMPANY 


1637 DUANE BOULEVARD 


KANKAKEE, ILLINOIS 
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Smith-Corona Marchant, Inc. 


Merger of Smith-Corona, Inc. and 
Marchant Calculators, Inc., was approved 
by stockholders and the board of direc- 
tors of both companies, it was announced 
by Elwyn L. Smith, president of Smith- 
Corona, and Walter Kassebohm, 
tive vice president and 
of Marchant. The 


execu- 
general manag?! 
consolidated company 
is known as Smith-Corona Marchant, Inc. 
Edward H. Litchfield, chairman, and El- 
wyn L. Smith, president of Smith-Corona, 
serve the 


Same positions 


consolidated company in the 
Marchant Calculators will 
be operated as a division of Smith-Corona 
Marchant, Inc. Walter 


tinues manager and 


Kassebohm con- 


as its general chief 
with the title of execu- 
president of the division and 
vice president of Smith-Corona Marchant, 


Inc. 


executive officer, 


tive vice 


Recordak General Manager 


James M. Arnold 
was appointed 
president and gen- 
eral manager of 
Recordak Corp., 
subsidiary of East- 
man Kodak Co., 
according to John 
K Boeing, presi- 
dent. Formerly with 
the controller's of- 
fice of the parent 
company in Rochester, Mr. Arnold was 
transferred to Recordak in 1953 and 
assigned administrative duties. In 1957 he 
was made assistant general manager. 


vice 


Arnold 


James M. 


166 


Harrod Is President of Ditto 


Scott Harrod, chief executive officer, 
was elected president of Ditto, Inc. Mr. 
Harrod Kenneth M. Hender- 
son who retirement age in June 
after nearly 40 years of service with the 


succeeded 


reached 


Scott Harrod K. M. Henderson 


firm. Mr. Harrod joined Ditto three years 
ago from Bell & Howell where he was 
secretary-treasurer. During the past three 
vears he has been directly associated with 
virtually every phase of Ditto operations 
Mr. Henderson will lecture at the North- 
western University School of Business 


Royal McBee Subsidiary 


Formation of a 
new, wholly-owned 
international subsid- 
iary of Royal Mc- 
Bee Corp., Royal 
McBee International 
Inc., of Geneva, 
Switzerland, was 
announced by Royal 
McBee’s president 
Philip M. Zenner 
The new company 
will direct both sales and manufacturing 


A. F. Niendorff 


THe Orrict fugust, 1958 





{0 ket 


BIG PROFIT item... 


Hlean Write 


PHOTO PRINT 
Proved in latest impartial BA we PEN S 


tests... the world’s finest pen for 
copy machine reproduction! 


An amazing new ink introduced by the 
Frankel Company brings a pen designed 
especially for use in copy machine reproduc- 
tion. So now, YOU can fill the till with plus 
profits and sales when you stock the best... 
the Klean Write Photo Print Ball Pens! 


Klean Write Photo Print Ball Pens have 
been given the highest rating of any ball 
pen in an impartial test, according to their 
ability to give sharp, clear reproduction 
when used with any copy reproduction ma- 
chine! No refills necessary. 


Now sell your customers the pen that will 
copy EVERY LINE EVERY TIME sharp and 
clear! Thermo-Fax, Ozalid, Bruning and 
Verifax and ALL copy machines reproduce 
perfect copies when the KLEAN WRITE 
PHOTO PRINT BALL PEN WRITES THE 
ORIGINAL! 


4 Klean Write Photo Print Colors 
Blue—Red— Green—Black 


2 Precision-Made Ball Points To: FRANKEL 


MANUFACTURING CO. 


Medium and Fine—59c each 285 Rio Grande Bivd. « Denver 28, Colorado 


Please send me oa trial order of a gross of Klean Write Photo 


Print Ball Pens at your jobber's price. If | am not 100% satisfied, 
MANUFACTURING COMPANY 


Established in 1906 — Monvfocturers of world famous 
Klean Write Stencils and Nylon Ribbons. 


285 Rio Grande Bivd. + Denver 23, Colorado 
For More Information Circl« 
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Get on the right track! 


For efficiency and economy...use 


THE DENNISON LINE 


Flag your needs NOW and order a supply of 
Dennison office aids from your stationer. 


ADDRESSING LABELS 
MAILING LABELS, 


PARCEL POST LABELS, 


AIR MAIL LABELS 
PRES-A-PLY LABELS 


- 


su 


~ 


RED BORDERED LABELS 
FILE FOLDER LABELS 
MENDING TAPE 
CORRECTION STICKERS 
CORRECTION TAPE 


iu 4 


“8 


NOTARIAL SEALS 
GUMMED STARS, DC 
REINFORCEMENT 

INDEX TABS 
INDEX DIVIDER S$ 
COIN MAILING CARDS 
PAPER FASTENERS 
KEY TAGS 
METAL RIM TAGS 
SHIPPING TAGS 


Say ““Dennison” when you want the best! 


MANUFACTURING COMPANY 


Framingham, Massachusetts 


For More Information Circle N« 
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activities of Royal McBee throughout the 
world except for the U. S. and Canada. 
The company’s international activities in- 
clude six wholly-owned subsidiaries in the 
United Kingdom, Germany, France, Italy, 
Holland and Mexico, and licensees, dis- 
tributors or sales representatives in over 
100 countries. A. F. Niendorff, formerly 
vice president in charge of international 
sales and production for Royal McBee, is 
chairman of the board and principal exec- 
utive officer of the subsidiary, with head 
quarters in Geneva. Dr. Ernst Luethi is 
data processing sales manager and Fred 
Miller is sales manager, Royal typewriters 
and supplies. 


Mosler Director of Marketing 


Appointment of 
Langdon R. Little- 
hale to the newly 
created post, 
tor of marketing of 
Mosler Safe Co., 
was announced by 
Edwin H. Mosler 
Jr... president. Mr 
Littlehale joined the 7 «a ¥ 
firm in 1949 di- . R. Littlehale 
rector of advertis 
ing. He is now responsible for all market- 
ing activities for the divisions within the 
safe company as well as its four affiliates. 
In addition, the company’s advertising, 
sales promotion and public relations de 
partments will report to him. 


direc- 


as 


oS 


Heads Bates Sales 

William L. 
was appointed 
president in charge 
of sales for Bates 
Mfg. Co., it was 
announced by C. 
Edwin Williams, 
president. Mr. Dane, 
who joined Bates in 
1955, named 
manager in 
He replaces 
Stanley M. Babson who retired after 35 
years of service, but continues as a mem- 
ber of the firm’s board of directors. Mr. 
Babson had headed the Bates sales staff 
since the firm was purchased from Thomas 
A. Edison Industries in 1921. Mr. Dane 
was with International Business Machines 
Corp.*for ten years prior to joining Bates. 


Dane 
vice 


was 
William L. Dane 


sales 
1957. 


Record NOMDA Attendance 


The 
Office 
Dealers 
joved a record at- 
tendance of more 
than 1000 at its 
33rd annual con- 
vention in Milwau- 
kee last month. The 
meeting featured ex- 
hibits of some 40 
manufacturers, many 


National 
Machine 


Assn. en 


Charles S. Meyers 


x SR sony 


New Bostitch factory and headquarters in East Greenwich, R. I. Reportedly New Eng- 
land’s largest one-story plant, the 960 x 440 ft. structure covers approximately ten acres. 
The two-story administration building is 336 x 68 ft. 
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‘§ 
Advertise to 
76 DIFFERENT 
MARKETS... 





Attention 
Office Equipment 


Manufacturers ! 








= autumn OFFICE EQUIPMENT Ex- 
PORTER is enthusiastically received and acted 
upon by office equipment importers, dealers 
and specialists. These 76 countries buy both 
high and low priced items. Get a share of this 


business by advertising in the forthcoming 


1958 edition. Write today for rates. 


Afghanistan 
Alaska 
Algeria 
Arabia 
Australia 
Austria 
Belgian Congo 
Belgium 
British East 
Africa 
British Guiana 
British Honduras 
Burma 
Canada 
Ceylon 
Cyprus 
Denmark 
Egypt 
Ethiopia 
Finland 
Formosa 
France 
French Africa 
French Guiana 
Germany 
Ghana 
Gibraltar 


Great Britain & 
Northern treland 

Greece 

Haiti 

Hawaii 

Hong Kong 

Iceland 

India 

Indonesia 

Iran 

Iraq 

Ireland 

Israel 

Italy 

Japan 

Kenya 
Lebanon 

Liberia 

Libya 

Luxembourg 

Madagascar 

Madeira Island 

Malaysia 

Malta 

Morocco 

Nepal 


Netherlands 

Netherland West 
Indies 

New Zealand 

North Rhodesia 

Norway 

Pakistan 

Philippires 

Portuguese Africa 

Puerto Rico 

Siam 

South Sea Island 


: quipment 
xporter 


Syria } 

Tanganyika 

Tunisia 

Turkey 

Union of South 
Africa 

Viet Nam 

West Indies 

Yugoslavia 


OFFICE PUBLICATIONS, INC. 


232 Madison Ave., New York 16, N. Y. 
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Circulation over 9,000 
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machines and 
sessions were 
panel discussions. 
Miami, Fla., was elected 
dent of NOMDA, Other officers include 
Ist vice president, Alfred H. Foxcroft, 
Los Angeles; 2nd vice president, J. D. 
Marvil, Chicago; treasurer, Paul McWil- 
liams, Litthe Rock, Ark.; secretary, Edgar 
Nolle, Philadelphia. Next year’s conven- 
tion will be in Cincinnati, July 21-24. 


showing new 
The 
voted to 
Meyers, 


equipment. 
mostly de- 
Charles S. 
presi- 


business 


Facit Appoints Three Officers 

The appointments 
of Carl Gronhagen 
president, 
George W. Haag as 
secretary, and 
Charles Salem as 
treasurer were an- 
nounced by Erik A 
Ohlsson, president 
of Facit, Inc., U:S. 
distributor of Facit 
calculators, type- 


as vice 


Carl Gronhagen 


Poe 


= 


i? 


George W. Haag Charles Salem 


writers and Odhner adding machines. Mr. 
Gronhagen will be branch manager of the 
San Francisco office. He will direct dis- 
tribution and service in 11 western states. 
Mr. Haag, Facit’s national sales manager, 
will assume the additional duties of sec- 
retary of the corporation. Mr. Salem will 
assume the additional duties of treasurer. 


He joined Facit early this year as office 


and personnel manager. 


Rogersnap Representatives 


Irving Pierce, vice president of Roger- 
snap Business Forms, announced the se- 


lection of Burt-Marshall Associates, Kan 
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STOP THIS 


VERTICAL 


FILES 


SAVES & PROTECTS 
et your STENCILS, 
OFFSET NEGATIVES & MASTERS 


sticking and creasing 
harmful oxidation 
scratching damage 
lost or wasted time 


STOP AND THINK what a big investment you may 
have ‘‘filed’’ in messy piles, on hooks, etc. You're 
throwing away an average of $10.00 every time 
an original is lost or damaged! 

With a low-cost, sturdy MIM-E-O Vertical FILE, 
you can prevent the waste of hundreds of dollars 
a year! Stencils, negatives and masters hang free 
from pressure . . . protected against damage . . « 
easy to file and find. 


against 


There's a MIM-E-O 
model to save and 
protect all types and 


; een EASY-FIND INDEX 


Write today for FREE Illustrated Brochure! 
MIM-E-O STENCIL FILES CO. 


2027 W. North Ave. © Chicago 47, Ill. 


500 Distributors coast to coast to help you 
solve your stencil ar offset filing problem. 
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New offices and plant of A. Kimball Co., Brooklyn, N. Y., manufacturers of marking 
machine systems, punched tags, tickets and labels. Leo J. Waters is president of the 
company which is increasing production for data processing systems. 


sas City, Mo., and the E. M. Stewart Jr... 3M Microfilm Sales Manager 
organization of Dallas, to represent their 

stock forms division. Burt-Marshall will Appointment of David M. Woodrow 
cover Missouri, Kansas, Iowa, and Ne- as sales manager for microfilm reader- 
braska; while Texas, Oklahoma, Arkan- printer products, duplicating products di- 
sas and Louisiana will be covered by the — vision, was announced by Minnesota Min- 
E. M. Stewart Jr., organization. The ap- ing & Mfg. Co. Mr. Woodrow was for- 
pointments are part of a program to’ merly divisional dealer trades manager. 
further distribution and meet the demand He joined 3M in 1948 as a project engi- 
for Rogersnap stock forms and carbon _ neer in the new products division, became 
second sheets in the new Flip Out Dis- a sales engineer in 1951 and a duplicat- 
penser Box. ing products salesman in 1952. He was 


The Quik-Stripper 


TAKES PLATES AND CARDS OUT OF 
ADDRESSOGRAPH FRAMES! 


vr Se f f bA7 M 
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PRINTERS ... AGENTS... 


paerit 1,015 DEALERS HAVE A PROFITABLE SIDE-LINE in... 
IN FORMS 


ONE-TIME .$%2s5asg° CARBON FORMS 


The 1,015 dealers who sell Snap-Easy Forms get 
lucrative discounts ... their own imprint on forms 
. protection on repeats. 1,015 dealers are mak- 


New Carbonless : = | i ! 
an aa ing (Snap)-Easy money—So can you! Write today! 


Arthur J. Gavrin Press, Inc. 
Main Plant: New Rochelle, N. Y. — Branch Plants: Denison, Texas; Danville, Ky. 
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made 
came sales manager for dealer trades in 
1956 


General Fireproofing Promotions 


The promotion of 
three sales execu- 
tives Was announc- 
ed by General Fire- 
proofing Co 
Youngstown, Ohio. 
John M._ Boehne, 
formerly manager of 
shelving 
now manager of 
national account 
James F. 


sales, iS 


John M. Boehne 


sales. 


James F. Klepper Lewis W. Shirey 


Klepper, formerly manager of parts and 
service and Draft-a-Matic sales, succeeded 
Mr. Boehne as manager of shelving sales. 
Lewis W. Shirey replaced Mr. Klepper as 
manager of parts and service and Draft- 
a-Matic sales. 


Dictaphone New Hampshire Plant 
Dictaphone Corp. will open a new 
plant in Concord, N. H., on or about Oct. 
1, C. K. Woodbridge, chairman of the 
board and chief executive officer, an- 
nounced. The one-story, 13,000 sq. ft. 
plant is being constructed for the manu- 
facture of Dictabelt records. The five acre 
location offers ample possibilities for fu- 
ture expansion. The move will release 
space in the main Bridgeport plant for 
the manufacture of additional components 
for the firm’s expanding line of dictating 
and recording machines. Dictabelts must 
be manufactured under exacting condi- 
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a Sales supervisor in 1955 and be- |} 


—— 


KEEP IT) 


- 


(onfiderilial, 


DESTROY OLD FILES, VITAL =§- \ 
RECORDS, CONFIDENTIAL PAPERS \ >. 


AUTOMATIC 
OFFICE PAPER 
3 SHREDDER 


Add filing space 

by destroying can- 
celled checks, ledger sheets, time 
cards, W2’s, pay vouchers and 
obsolete papers—in your own office! 
The new “SILVER EXECUTIVE AU- 
TOMATIC” Paper Shredder is the 
only automatic feed machine .. . 
shreds papers into unreadable %4” 
strips, in just a few seconds! The 
machine is an attractive, typewriter- 
size, portable desk model, with full 
¥2 HP motor. Completely safe, and 
easy to operate. Many other sizes 
available, too. 

Ten-Day Trial on any shredder. 
Write today for literature. 


INDUSTRIAL SHREDDER 


AND CUTTER COMPANY 
103 MILL ST. © SALEM, OHIO 
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tions. The process requires a minimum ot 


J 
s 
Recipe for Success: impurities in the atmosphere. Concord is 
e Smart Appearance not a highly concentrated industrial area 
a and, therefore, fits this requirement ver: 


e Secretarial Skills \“ }% satisfactorily, Mr. Woodbridge stated. 
2 ‘ . . . 
A.W. Faber ComptoPak Division 


J. J. Clerkin, vice president, Comp. 
tometer Corp., announced acquisition of 
the assets of Kord-Mar Co., Wilmette, to 
gether with patent rights to their cutter 
and crimper. The high speed cutter proc- 





esses used corrugated cartons into multi- 

size sheets. The crimper converts these 

: sheets, at very low cost, into usable pro- 

We can't teach you grace, tective storage and shipping packaging 

grooming, shorthand or materials. Firms using the cutting and 

typing—but an A.W.FABER crimping machines have effected annual 

ERASERSTIK can help you savings several times the cost of the 

turn out beautiful letters 

that will win your Boss’s 

praise, accompanied by 

promotions and pay in- 
creases. 


equipment. The machines will be mar- 
keted through the new ComptoPak Divi- 
sion of Comptometer Corp., 1735 N 
Paulina St., Chicago 22. 


With this pencil- Qzalid Branch Sales Manager 
shaped, white-polished 
beauty you erase without 
a trace. Woosh—mistakes 
disappear as you remove Division, General Aniline & Film Corp., 
a single letter without according to James A. Travis, general 
blurring surrounding let- sales manager. Mr. Terrence comes to 
ters. Pick up a few at your the general sales department from New 
stationers today. York where he was branch sales manager 
for the past 12 years. He joined the com 


W. J. Terrence has been appointed 
manager of branch sales for the Ozalid 





Which point ei 
pany as a salesman in 1942 


FOR ORIGINALS 
AND CARBONS 


do you prefer? 
MEDIUM or AVERAGE 
THIN or BLUNT 
ERASERSTIK gives 
you your choice 


cE 


4.8. 7099 BR 


ALL SERVI 





With brush 20¢ 
Without brush 10¢ 
7099 and 7099B gray all- 
utility ERASERSTIK for pencil, 

ink or typewriting. 

7066 and 7066B for those 
who prefer a soft, red type- 
writer eraser. 


7 





J. Wentworth Adams (left), head service 

clerk for Smith-Corona Marchant, Inc. in 
; 2 New York, receives a 50-year gold service 

A.Wi.Faber-Castell Pencil Co: _ Newark 3, N. J. pin from Elwyn L, Smith, president. 
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NOW AVAILABLE! 


“The Office Machine Guide” 


Review exp 


Ask for details or order a 
specimen copy $1.75 


INTERNATIONAL OFFICE MACHINES RESEARCH 
INC. 


509 Fifth Avenue, New York 17, N. Y 

Telephone: MUrray Hill 7-0890 

419 Marnixstraat, Amsterdam, Netherlands 
Telephone: 63205 


U.S.A 


Europe: 


For More Information Circle No. 265 


LARGEST AND MOST IMPORTANT SHOW 
OF ITS KIND IN THE WORLD 
Most representative in products and 
services ... Most important in man- 
agement attendance . .. Most im- 
portant source of new ideas. 
New York Coliseum, Oct. 20th thru 24th 
1958 NATIONAL BUSINESS SHOW 


Rudolph Lang, Managing Director 
530 Fifth Ave., N. Y. C. OXford 7-7142 
For More Information Circle No. 266 
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SECRETARIES ACCLAIM 
The ALL NEW 


—SPecpnite 
» FOLDING COPYHOLDER 


Welcomed by secretaries as a valuable aid to 
production and accuracy. Relieves eye and 
neck strain. Completely adjustable to desk 
and light conditions. Never in the way. 
Folds behind typewriter when not in use. 


Other Hall-Welter products include: 
Error-No Copyholders, Speedrite 
Checkwriters, Chexsigno Check Signers. 
HALL-WELTER COMPANY, INC. 
38 Mt. Hope Avenue @ Rochester 20, N. Y. 
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LETTEREX sets are available in all 
colors. A set is a high quality onion 
skin lightly tipped to an intense and 
clean carbon sheet. 500 sets to a box. 


LETTEREX 


1114 HALF STREET, S.W., WASH. 24, D.C. 











dei ie 


For More Information Circle No. 268 


It just SNAPS apart 





, wi “ad y 
, INSTANT “ 


PLASTIC LAMINATION 


Clear Plastic sheets bind to each other—sealing 
any flat object in between. No machines, heat or 
other treating required. Guaranteed to protect 
against moisture, tearing, soiling, etc. Lasts in- 
definitely . . will not discolor, harden or crack. 
AVAILABLE IN VARIOUS SIZES. WRITE FOR 
FREE BROCHURE. Dept. A-é6. 


PLAIN-VU, CARR CORP. 


3407 Prospect, Cleveland 15, Ohio 
For More Information Circle No. 357 


VALUABLE BOOKLET FREE 


There is no obligation to us, but we feel you 
have an obligation to your organization, so 
that no one can say, a year from now, “If 
we had only known all of the facts.” 


This book contains in charts and illustrations 
answers to the following questions: 


1. The Space Problem 
—The True Answer. 


Filing Operations. 


5. Time Saved thru 


2. How to eliminate Operation Elimination. 


Traffic and Congestion. 


3. Filing Clerk Morale 
—The WHY facts. 


4. Motion Study of 


7. Results of a prospect’s survey of five 
prominent users on a point basis. 


Creator of Effective Tools for Effective Management 
Phone Westport, Conn. CA 7-4111 or write 


WASSELL ORGANIZATION, INC. 


Westport, Conn 


6. Comparison of three 
filing methods by 
square feet and lineal 
feet. 


Please send free Booklet “Backward or Forward in 
Filing”’ 


rain cc gat ahmecccapuntose a 
Company 
ae ae ae a 


For More Information Circle No. 35 


Dixon Promotes Raasch 


Ernest M. Raasch, 
advertising and sales 
promotion manage! 
of the pencil divi- 
sion of Joseph Dix- 
on Crucible Co., 
manufacturers of 
Ticonderoga pencils, 
was promoted to 
assistant man- 
ager of the pencil 
division, a new post 
He began his career with Dixon five years 


ago as a salesman 


sales 


Ernest M. Raasch 


Victor European Headquarters 
European marketing headquarters of 
Victor Adding Machine Co. were opened 
in Zurich, Switzerland, A. F. Bakewell, 
vice president, announced. Earl Campo, 
director of European operations, said the 
new office was established due to constant 
increases in European Victor 
automatic printing calculators, adding 
machines and registers. The office 
will be operated by Vamco _ Interconti- 
nental Ltd., one of three wholly-owned 
Victor subsidiaries handling foreign sales. 


sales. of 


cash 


Copease Appointments 


John F. Mannhaupt, formerly 
ler, has been appointed assistant to the 
vice president, Frank M. Gale, and John 
P. Ricketts has been named controller of 
Copease Corp., it announced by 
Charles E. Hallenborg, president. Mr 
Mannhaupt, who joined the company in 
1953, will work with Mr. Gale 
on an expanded and advertising 
program for dealers and 
branches. Mr. previously was 
audit manager for Young & Co 


control 


was 


closely 
sales 
Copease 
Ricketts 
Arthur 


Mooers With Kenro Graphics 


Mooers to the 
Kenro Graphics, 
Kenneth B 


Appointment of 
national 


Gene 
staff of 
announced by 


Sales 


Inc.., Was 
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NOW YOU CAN CUT COSTS 
cover your own dampening rolls with 


PRESEWN TRI-MOL molleton covers 
IN 5 to 10 MINUTES ANYONE IN YOUR OFFICE 


can put on their own dampening roll TRI- 
MOL Molleton covers. It's as easy as 
A-B-C (see illustrated steps at 
STEP A — Wrap * 5 
aia aun” wih left). Send in your order to 
cover) around roller day or write for more 
}) STEP B—Slide TRI-MOL Mol- ; ; 
leton cover (as shown) onto roller. information. 


-| STEP C—Tie ends and cut excess 
string THAT'S ALL THERE IS TO DO! 


FOR ALL MULTILITH & DAVIDSON PRESSES 


For further information, write: 


ROLL-O-GRAPHIC CORP. 


133 Prince St., New York, N. Y. 


TE %; 5) 
& 


] 
/ STEP A 














DEALERS AND DISTRIBUTORS INQUIRIES INVITED 


For More Information Circle No. 290 


SYMBOL OF THE WORLD’S 
LARGEST MANUFACTURERS OF 
SELF-INKING NUMBERING 

AND DATING MACHINES 


DIRECT SALES AND SERVICE 
IN THE UNITED STATES 


EASTERN NUMBERING HORDER’S, INC. CARPENTER PAPER CO. 
H MACHINES Horder Building Omaha 2, Nebraska 
? 801 Sixth Avenue Jackson Blvd. at Jefferson Fort Worth, Texas 
New York 1, N. Y. Chicago 6, Ill. Houston, Texas 


7705) A GUARANTEED, BRITISH-MADE PRODUCT 


ENGLISH NUMBERING MACHINES LIMITED 
QUEENSWAY, ENFIELD, MIDDLESEX, ENGLAND 


For More Information Circle No, 291 
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Letters and copies make a clear, 


178 


sharp impression when you specify . 


on 
1 
aa vettess: © wi8 ike" 
Wt isp 08 Y° se sik Rindo" 
a 





as. 


Samples on request. on request. 


Cody 


MANUFACTURING CORPORATION 
FACTORY: LEETSDALE, PA. 


79 Madison Ave., New York 16, N.Y. 
401 Wood St., Pittsburgh 22, Pa. 
564 W. Monroe St., Chicago 6, Ill. 


For More Information Circle No. 361 


| Beattie, president. Mr. Mooers will serve 


as regional sales manager of Kenro’s 
Eastern and Middle-Atlantic territory, ex 
clusive of Metropolitan New York and 
portions of New York State. He had been 
sales manager of Davidson Sales & Serv- 
ice, Rochester, and was previously a sales 
representaive in offset duplicator supply 
division of Remington Rand 


: Underwood Pacific Manager 


Joseph W. Stallings was appointed 
manager of Underwood's pacific district, 
according to David H. Burrell, vice presi 
dent-marketing. Prior to joining Under- 
wood in March, Mr. Stallings was general 
sales manager of Clary Corp. 


Fraser Paper Executives 

Andrew F. Dolan was appointed ad 
vertising manager of Fraser Paper, Ltd., 
New York. Jack K. Barry was appointed 
district manager of merchant sales with 
administrative and sales _ responsibilities 
He has been with Fraser since 1938. 


Janke Book Store, Wausau, Wis., won first 
prize in the fifth annual window display 
contest of Smead Mfg. Co. Prize was an 
all-expense trip for two to New York, 
Miami or Los Angeles. 
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supply precision BRITISH made Parts and 
Tools direct to you at LOWEST PRICES 








Se PROMPT AND EFFICIENT SERVICE GUARANTEED 
Send for our ilkustroted Catalogue POST FREE 
TYPEWRITER SUNDRIES CO. LTD. 


140-148 BOROUGH HIGH ST., LONDON S.E 
For More Information Circle No. 292 
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UNDER-COUNTER 


CASH DRAWERS 


assure profit 


4 
Fast-Moving 
Models 


* Model R-1 
(illustrated) 


Has removable 
metal money tray 
with lock-on lid 


DEALER 
DISCOUNT 


Drop shipment made — no stock to carry 
of highest quality Indiana Hardwoods 


INDIANA CASH DRAWER CO. 
P.O. Box 236-B ® Shelbyville, Ind. 


For More Information Circle No. 293 


A product 
RITE 





A LIGHT TOUCH 


makes 


NEAT ERASURES 


with a 
RUSH- 


~ fF YBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. No 
erasing shield —the Rush 
Eraser is less than one char- 
acter thick. In beautiful, 
life-time plastic case, handy 
to use as a pencil, with long- 
lasting propel-repel refills. 








Order from your dealer or 
send 50¢ and dealer’s name. 


THE ERASER CO., INC. 
1068 S. Clinton St., Syracuse 4, N. Y. 
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| PAYMASTER 

















PAYCHECK “OUTLOOK” 
ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances of Error. 
"Outlook'’ Envelopes are absolutely 


essential when wages are paid by check 
This im- 


Paycheck 
opaque 
Nothing shows but the employee's name 
proves personnel relations 


Send for Samples and Prices Today 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Blvd. Chicago 7 
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Onravisual easels 


Built and sold by 
world’s only exclusive 
manufacturer of visual 
aids for the office and 
conference room. 


the 


Write for free 


24 page Why & How Catalog 


ORAVISUAL CO., INC. 
Box 11150, St. Petersburg 33, Fla. 
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The world’s smallest 
and most economical 


machine. JOEL 


machine... 
Only *9Q%° — 
GREAT BARRINGTON, MASSACHUSETTS 


For More Information Circle No. 350 


Improved Electric Ribbon Spooler 


o all ribbons for 
Il makes of typewriters 
a to 2'/,"" in width 
Spooler is priced at 
$750.50 for U.S.A. buy- 
ers: foreign buyers 10% 
higher; F.O.B. factory; 
shipping, crating and 
insurance extra 
F. SIMONYE 
Mt. Airy-Harbourton Rd 
LAMBERTVILLE, N.J 
Phone: 
FXport 7-0939 R2 
For More Information Circle No. 351 


GENUINE ENGRAVED 


EIN ERRIEAWG 














DEWBERRY ENGRAVING CO, 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 


For More Information Circle No. 352 
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Underwood Marketing Managers 


Elmer M. Richardson, general market 
ing manager, Underwood Corp., an 
nounced appointment of Raynard G. 
Brooks as marketing manager of the 
processing division; J. R. Lees Jr., as 
marketing manager of the typewriter divi- 
sion; and Samuel F. as marketing 
manager of the adding division 


data 


Peirce 
machine 


Evans Plastic Division 

L. W. Evans, president, Evans Special- 
ty Co., manufacturers of office supplies 
and equipment, announced opening a new 
plastics division with 
608 Richmond Federal Building, Rich- 
mond, Va., to handle vacuum and drape 
fabricating, packaging and de- 
sign engineering. Evans plans to further 
the use of plastics in their line of 
office supplies and equipment 


sales offices at 607 


forming, 


Whiteside Joins LeFebure 


LeFebure Corp. announced the appoint- 
ment of Conon B. Whiteside to a staff 
position in their home office in Cedar 
Rapids, Iowa. K. W. Watts, president, 
said that the addition of Mr. Whiteside 
will pave the way for early introduction 
of many new developments in posting, 
filing and coding for electronic 
processing. Mr. Whiteside 
New York zone 
roughs Corp. 


account 
formerly 
Bur 


Was 


sales manager for 


Hugo Agrell 


Hugo Agrell, 80, founder of Aktiebo 
laget Addo, Malmo, Sweden, passed away 
last month. His leadership led to the wide 
use of Addo-x machines throughout the 
world. Mr. Agrell is survived by his wi- 
dow, Mrs. Edit Agrell, and four sons: 
Gunnar Agrell, president, AB Addo; 
Trygve Agrell, export manager, AB Addo; 
Sten-Erik Agrell, head of an Addo sub 
sidiary company: and George Agrell 


president, Addo Machine Co., New York 
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of Public 
Hotel, Miami 


National Society Accountants, 


Deauville Beach, Aug 


8.99 


American Bankers Assn., Chicago, Sept 
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Business Forms 
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“ co “Patent Pending 


—— 


Penn-Sheraton Hotel, 


13-15. 


Pittsburgh, Oct. 


Institute of America, Chal- 
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Controllers 
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Management Assn., 
York, Oct. 24-25. 


Records 
House, New 
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Show, 
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Stationery 


Trade Show Bldg., New 


National Assn. of Bank Auditors & Con- 


trollers, Statler-Hilton Hotel, Dallas. 


Nov 3-5 


Accountants Assn., 
Washington, D. ¢ 


Government 
Hotel, 


Federal 
Shoreham 
Nov. 17-18. 


Society of Reproduction Engineers, She 


man Hotel, Chicago, Dec. 13-16 


Quality bown of 


Cc ° 
oxperience 


Exclusive 
LeVel-Edge* 


Quelity con be measured, to a 
rience. Floor 

Show, the 
Ma s you and your customers 
rence of more then 3 
yeers of use by satisfied customers. 
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quality unperalleled in the industry. te Floor Show from 


the carpet 
4. Della PRODUCTS 


1400 Henderson Fort Werth, Texes &D 5.3214 
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Average salaries of middle management ex- 
ecutives increased 4.8% in the past year (from $1l,- 
240 a year to $11,800) according to American Manage- 
ment ssociation's seventh annual survey. The 
previous year's survey indicated an increase of 
5.8%. The lower increases granted this past year ap- 
parently reflect the leveling off in business ac- 
tivity which developed in the latter part of 1957. 


The salaries of clerical workers (See page 10 
during the same period closely followed a similar 
trend. While worker salaries continued upward, the 
percentage of increase was not as large as it hada 
been in previous postwar years. Manpower remains 
the most expenSive cost of running a business and, 
since cost-of-living prices have shown few signs 
If weakening, salaries will undoubtedly continue 
to rise even if at a slower pace. 


One reason office salaries can be expectea 
to maintain the upward trend is that there has been 
a shortage of clerical help in many areas. The re- 
cession has not caused nearly as much unemployment 
among white-collar workers as it has in the blue- 
collar ranks. Two-thirds of all unemployed in De- 
troit are factory workers, according to a Univer- 
sity of Michigan survey which found that unemploy- 
ment was a problem to only one in 33 white-collar 
workers and one in five semi-skilled blue-collar 
workers. When cutbacks are necessary, office help 
are last to feel the knife. More of our young people 
Should realize this because it is one of the many 
advantages of an office career. 
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PRINTING 
COST 


"Touch-a-key and out come as many 

as 8000 bright offset copies an hour of 

ANYTHING TYPED, WRITTEN, DRAWN, 
PRINTED, PHOTOGRAPHED OR 
CLIPPED FROM A PUBLICATION 


...in black or color.. 








right here in the office!” 


WITH THE NEW Aenean 


DITTO. OFFSET DUPLICATOR 


RIGHT IN YOUR OWN OFFICE 
WITH TOUCH-A-KEY SIMPLICITY 


FREE! Mail coupon now for literature or 
FREE demonstration in your office on your work 


When should 
you retire a 
typewriter... 


AND GET THAT NEW ROYAL ELECTRIC ? 


Perhaps the time is mow. For the incredible, ne\ 
Royal Electric fills the demands of modern, 
paced business as no other typewriter can. 
To save you time and money, it offers engineer- 
ing and convenience features you can’t match. 
You'll be surprised how much your outdated 
typewriters are worth in trade, how little it costs 
to switch to Royal Electrics. Call your Royal man 
for a free demonstration and trial. electric 


Product of Royal McBee Corporation, world’s largest manufacturer of typewriters 
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